Dallas County
Office of Budget and Evaluation

April 23, 2015
To: Commissioners Court

Through: Ryan Brown, Budget Officer

From: Alejandro Moreno, Budget and Policy Analyst
Subject: Alternative Dispute Resolution FY2016 Budget Recommendations
BACKGROUND

During the FY2016 Budget Process, Dallas County departments submitted requests to the
Office of Budget and Evaluation for consideration in the FY2016 Budget. As such, the
Alternative Dispute Resolution office submitted the following requests:

1. New Space to house the ADR office/Mediation Space
a. The ADR office is requesting a new administrative and mediation space.
The use of the rooms was not a permanent solution, but only a temporary
one when the center was established. The mediators need a separate space
to draft mediation settlement agreements, review case information, and
ask staff questions without disturbing everyone in the office.
2. Workstation for Grade 8 position
a. The ADR office is requesting new furniture for one Grade 8 position due
to crowding and less efficient use of workspace. The new furniture will
reduce overcrowding in the office with a better layout. The workstation
includes various pieces of furniture. One Return 36x24, one Return 48x24,
one Ext corner back panel, one storage cabinet, one pedestal, one chair,
two flat brackets, and one 360-degree swivel CPU holder.

FINANCIAL IMPACT

1. The estimated cost of new office space is currently not available.

2. The estimated one time cost of one Return 36x24 is $157.
The estimated one time cost of one Return 48x24 is $202.
The estimated one time cost of one Ext corner back panel is $332.
The estimated one time cost of one storage cabinet is $291.
The estimated one time cost of one pedestal is $287.
The estimated one time cost of one chair is $292.
The estimated cost of two flat brackets is $21 each for a total of $42.
The estimated cost of one 360-degree swivel CPU holder is $86.
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RECOMMENDATION
The Office of Budget and Evaluation recommends:

1. The request for new Office Space/Mediation Space has been sent to the Open
Space Committee for review.
2. Purchasing the workstation for the Grade 8 position.

These recommendations from the Budget Office (does not include anything that was sent
to another department for review) come with a one-time cost of $1,689.









Dallas County
Office of Budget and Evaluation

April 23, 2015
To: Commissioners Court

Through: Ryan Brown, Budget Officer

From: Alejandro Moreno, Budget and Policy Analyst
Subject: Civil District Courts FY2016 Budget Recommendations
BACKGROUND

During the FY2016 Budget Process, Dallas County departments submitted requests to the
Office of Budget and Evaluation for consideration in the FY2016 Budget. As such, the
Civil District Courts submitted the following requests:

1. Court Reporting/Dictation Equipment
a. The 101% Civil District Court is requesting Dictation equipment for the
Court Reporter. Equipment includes the Court Reporter package, lanier
advocate V recorder, lanier advocate V transcriber, MP510 Headset, LX-
055 Foot Control, and the Omni/Uni-directional Microphone.
2. Conference table
a. The 101% Civil District Court is requesting one conference table.
3. Filing Cabinet
a. The 101% Civil District Court is requesting one filing cabinet.
4. Bookcase
a. The 101% Civil District Court is requesting 4 bookcases.
5. Printer
a. The 101% Civil District Court is requesting 2 printers. One printer
belonging to the Court Coordinator needs to be replaced due to the printer
not working properly. The printer being requested is an HP AlO LaserJet
4250N. One printer belonging to the Judge needs to be replaced due to
continuous jamming issues.
6. Shredder
a. The 101% Civil District Court is requesting one shredder due to necessity
of shredding sensitive documents.

FINANCIAL IMPACT
1. The estimated one time cost of one Court Reporter package is $3,600, one lanier
advocate V recorder is $2,400, one lanier advocate V transcriber is $1,600, one
MP510 Headset is $80, one LX-055 Foot Control is $120, and one Omni/Uni-
directional Microphone is $120. The total cost of the Court Reporting/Dictation
Equipment comes to $7,920.
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The estimated one time cost of one conference table is $525.

The estimated one time cost of one filing cabinet is $200.

The estimated one time cost of 4 bookcases at $304 each is $1,216.
The estimated one time cost of 2 printers at $300 each is $600.
The estimated one time cost of one shredder is $607.

RECOMMENDATION

The Office of Budget and Evaluation recommends:

SourwNdE

Purchasing the Court Reporting/Dictation Equipment as outlined in 1.a.
Purchasing one conference table

Purchasing one filing cabinet

Purchasing 2 bookcases

The request for two printers has been sent to the I.T. department for review.
The request for one shredder was reviewed and recommended by Records
Management during the 2015 Fiscal Year.

These recommendations from the Budget Office (does not include anything that was sent
to another department for review) come with a one-time cost of $9,253.


















DALLAS COUNTY

Monthly Analysis of Budgeted Operations Current Period: OCT-FY-14
Fund=00120 (General Fund), Department=4130 (101st Civil District Court)
YTD Actual
Current Plus PCT of Remainder of

Account Expenditures = Encumbrance Encumbrance Budget YTD Budget Budget

SALARIES AND BENEFITS

01010 Salaries - Official $969.23 $0.00 $969.23 0.05 $18,000.00 $17,030.77
01020 Salaries - Assistant 2,658.60 0.00 2,658.60 0.05 49,652.00 46,993.40
01040 Salaries - Court Reporters 5,019.11 0.00 5,019.11 0.05 93,737.00 88,717.89
01111 FICA 518.17 0.00 518.17 0.05 10,006.00 9,487.83
01112 Medicare 121.18 0.00 121.18 0.05 2,340.00 2,218.82
01140 Insurance -Employer 808.16 0.00 808.16 0.03 25,500.00 24,691.84
01150 Fringe Benefits Retirement-Emplo 933.87 0.00 933.87 0.05 18,398.00 17,464.13
01190 Workers Compensation- County 12.11 0.00 12.11 n/m 0.00 (12.11)
Total Salaries and Benefits 11,040.43 0.00 11,040.43 0.05 217,633.00 206,592.57
OPERATING EXPENSES

02160 Office Supplies $401.77 $558.14 $959.91 0.58 $1,659.91 $700.00
02230 DDA - Spendable Balance 0.00 0.00 0.00 1,200.00 1,200.00
02410 Substitute Court Reporters 3,878.20 0.00 3,878.20 1.55 2,500.00 (1,378.20)
02640 Maintenance/Labor on Building/Of 0.00 44.88 44.88 n/m 0.00 (44.88)
02950 Books & Supplements 0.00 519.06 519.06 0.16 3,286.06 2,767.00
Total Operating 4,279.97 1,122.08 5,402.05 0.62 8,645.97 3,243.92
Grand Total 15,320.40 1,122.08 16,442.48 0.07 226,278.97 209,836.49
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PROGRAM IMPROVEMENT REQUEST
COMPUTER HARDWARE AND SOFTWARE

Department Q%L/ ?D Budget No.
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PROGRAM IMPROVEMENT REQUEST
CAPITAL, EQUIPMENT, RENOVATION, MISCELLANEOUS
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REQUEST FOR PROFESSIONAL SERVICES
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REPLACEMENT EQUIPMENT REQUEST
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LONG TERM CAPITAL NEEDS PREVIEW
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REPLACEMENT EQUIPMENT REQUEST

Department Constable Precinct 2 Budget No. 3220
Item to be Age Property Estimated Cost
Priority Replaced (years) Number of Replacement Comments/Justification
1 3 Vests 10 None $475.00 each New employees do not have current
Second Chance Total = $1,425.00 | Vests
requested
2 27 Bulletproof vest 3 None $54.00 each To replace worn out covers
covers Total = $1,458.00
3 5 Vehicles CB682=141.482 The SUV’s will provide greater interior room in
. 7-12 (fEl 46,411 $32,595.00 each | order to transport prisoners and mental illness
2-Wheel drive SUV o _ individuals thus resulting in a safer environment
4 door requested & g%g—l 3,204 Total = for both the officers and detainees offering
(rE' %_ _1 0 $162,975.00 reduced liability. Provides greater capacity for
&1 fb‘is hauling seized/found property as well as
miles departmental equipment
i Our vehicle cameras use VHS tapes and are
4 11 vehicle cameras 11 None $4,800.00 each | outdated and non-working. Pursuant to SB1074
- Law Enforcement agencies are required to
Watchguard 4RE Total = $52,800.00 maintain Racial Profiling data on all traffic and
requested pedestrian stops. The use of audio and video
recordings captures accurate events thus avoiding
5 ; 1thTyFEf"_"”ter: | $153.49
Elerc(:)troenric -?-Ijgszﬁfer 44100 (at Staples) Will not function. Cost more to have
(SX4000) requested repaired.
6 1 Laser Technology
Lidar 11 None $2,595.00 This will replace the lost/stolen unit
Ultralyte LT100
Lidar requested
7 1 Radar
Tzzzt%nilresclzggilal 20 None $800.00 Cost more to have repaired. Accuracy
requested in question.
8 Current shredder is worn out and does
1 Destroyit 10 None $859.00 not work properly. Due to the sensitive
2404CC Shredder and confidential nature of Law
Enforcement and court documents, it is
necessary in the Clerk’s office. Heavy
usage.
9 Current shredder is worn out and does
1 Destroyit 10 None $380.00 not work properly. Due to the sensitive
2260CC Shredder and confidential nature of Law
Enforcement, it is necessary in the
Deputy’s office
10 12 Deputy Chairs Falling apart and unrepairable.
HON 2091 25 None $245.00 each Deputies get splinters in their arms from
requested Total = $2,940.00 the old wood arm rests.

Form D (Page 1 of 2)
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REPLACEMENT EQUIPMENT REQUEST

Department Constable Precinct 2 Budget No. 3220
Item to be Age Property Estimated Cost
Priority Replaced (years) Number of Replacement Comments/Justification
3 Executive Chairs "
1 HON 6541 25 None $628.00 eac Broken bases that are unrepairable.
requested Total = $1,884.00 | Chairs are worn out.
3 Credenzas
12 HON 10741 40 None $642.00 each Credenzas are old and falling apart and
requested Total = $1,926.00 |they are unrepairable.
1 Administrative Elected official’s desk is old and worn
13 Double Pedestal 35 36701 $745.00 out.
3/272W x 36” D
Desk
HON 10799
requested
2 Executive High $245.00 each Replacing old and worn out chairs
14 Backchair 25+ None Total = $490.00
HON 2091
requested
2 Bookcases 30 None $362.00 each Replacing old and worn out bookcases
15 HON 10755 Total = $724.00
requested

Form D (Page 2 of 2)
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PROGRAM IMPROVEMENT REQUEST
CAPITAL, EQUIPMENT, RENOVATION, MISCELLANEOUS

Department Constable Precinct 2 Budget No 3220
Brief Title of PIR  Tasers
Estimated Cost $7,200.00 Department Priority

Brief Summary of Request

12 Tasers M26C

12 Taser Tec Loc Holsters

Discussion of Need

Taser’s protect citizens by giving officers an option other than deadly force thus saving lives. Incidents of injuries
are reduced saving monies from possible Workers Compensation Claims and liabilities resulting from lawsuits from
both officers and citizens.

Staff Review and Comment

PAGE 1 OF 2

Form G FY2016
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PROGRAM IMPROVEMENT REQUEST

CAPITAL, EQUIPMENT, RENOVATION, MISCELLANEOUS

Department Constable Precinct 2 Budget No 3220
Brief Title of PIR ~ Body Cameras
Estimated Cost 12 each $900.00 totals $10,800.00 Department Priority

Brief Summary of Request

Watchguard Vista Body Cameras.

Discussion of Need

Because citizens tend to be less aggressive when they are aware they are captured by accurate audio and video
recordings providing officers with increased safety and reduced injuries. When doing evictions and arrests, a video
recording would be kept avoiding possible liabilities.

Staff Review and Comment

PAGE 2 OF 2
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HUMAN RESOURCES/CIVIL SERVICE
New Position Description Request Form
General Instructions: Please complete this electronic form to the best of your ability and email
when completed to Dallas County Human Resources/Civil Service.
(For position reclassifications use the “Position Reclassification Summary Form”)

A. Identification / General Information

Proposed Position Title: Clerk Il
Proposed Position Grade: 06
Department Name: Constable Pct. 5
1265

Position Number:
Rachel Ortiz, Chief Clerk

Supervisor Name & Position Title
Rachel Ortiz, Chief Clerk

214-819-7534

(“Reports To”):
rachel.ortiz@dallascounty.org

Supervisor Phone:

Supervisor Email:

Court Order # and Date:

B. Brief Description of the New Position
Use two or three brief and specific statements to summarize the general purpose of this position

Clerk is needed to maintain Warrants/Capiases to stay in line with County Auditors recommendations on FY12-FY13

1

i
i
i



audit dated (05/16/14).

Warrant clerk will key required information into the Constable Civil system, clerk will assign warrants to appropriate

deputy for working.

Clerk will keep log of successful/and or unsuccessful attempts on warrants and record on the paper returns. Clerk
will verify that the warrant information is accurate and AlS jail information is also checked to determine if individual

is in custody. If the individual is in jail, the clerk will get warrant information ready for deputy to deliver to

individual in jail.

Warrant clerk will maintain all AG warrants, and all other rush papers. Warrant clerk will send postcards in an
attempt to get individuals to come into the courts and make a payment plan. The attempts will be recorded by the

warrant clerk who will keep a running log of attempts.

C. Essential Functions of the New Position

Description of Essential Function: Describe in detail the primary or most important functions of this
position. In addition to each function, list the tasks performed to accomplish each function. Use clear,
concise sentences.

Percentage of Time: Estimate the percentage of total working time per year that is taken up with each
duty. These estimates should be made after all essential functions have been listed. The percentages in
this column must equal 100%. Duties that require less than 5% of your time should not be listed.

Essential/Non-Essential (E or NE): Write ONE letter that best describes the demands of the function
during a typical 8-hour workday.

EXAMPLE ¥ Time E or NE
Function: Maintains exterior of facilities
Tasks performed to accomplish this function: 30% E




By picking up and removing litter and debris from grounds, sweeping and edging

Sidewalks, mowing lawns, trimming shrubs and raking leaves.

1. Function: Maintain warrants and capias received by Justice of the Peace, AG, and
other rush papers.

Time

E or NE

Tasks performed to accomplish this function: Warrant clerk will key required information
into the Constable Civil system; clerk will assign warrants to appropriate deputy for
working.

40%

2. Function: Keep and maintain a log of all warrants, new and those that are more than
two years old.

Time

E or NE

Tasks performed to accomplish this function: Clerk will keep log of successful/and or
unsuccessful attempts on warrants and record on the paper returns. Clerk will verify that
the warrant information is accurate and AlS jail information is also checked to determine
if individual is in custody. If the individual is in jail, the clerk will get warrant
information ready for deputy to deliver to individual in jail.

50%

3. Function: AG warrant paperwork and all other assigned duties

Time

E or NE




Tasks performed to accomplish this function: Warrant clerk will maintain all AG

10% E
warrants, and all other rush papers. Warrant clerk will send postcards in an attempt to get
individuals to come into the courts and make a payment plan. The attempts will be
recorded by the warrant clerk who will keep a running log of attempts.
4. Function: Time E or NE
Tasks performed to accomplish this function:
5. Function: Time E or NE

Tasks performed to accomplish this function:




D. Visual-Mental Demands

1. Visual-Mental Demands: Select that which best describes the overall visual-mental demands of this
position, then select the frequency of time in which you perform under this condition job. (For example:
0 to 1/3 means your job works under these conditions between never and up to 1/3 of the time.)

Frequency of Time
0-1/3 1/3-2/3 2/3-Over

O | 1. | Work requires a minimum of mental and visual concentration O O O

to detail most of the time.
O | 2. | Work requires a moderate amount of mental and visual O O O

concentration in the performance of various operations.
X 3. | Work requires regular mental and visual concentration most of O O X

the time.

E. Physical Demands, Equipment Requirements, Working Conditions

1. Strength Demands: Select that which best describes the overall physical demands of this position, then

select the frequency of time in which you perform under this condition. (For example: 0-1/3 means
your job has these demands between never and up to 1/3 of the time.)

Strength Demands Frequency of Time
0-1/3 1/3-2/3 2/3-Over
X 1. | Work requires normal sitting and standing and generally the O O X

occasional lifting of 25 pounds or less.

O | 2. | Work requires moderate exertion and the occasional lifting of O O O
26-50 pounds.

O | 3. | Work requires heavy exertion and the regular lifting of 51-75 O O O




pounds.

O | 4. | Work requires regular strenuous effort and regular lifting of O O @)
over 76 pounds.
2. Machines, Tools, Equipment and Work Aids: List machines, tools and equipment required for this
position. (Do not include computer equipment and software — use the next section for this.)
3. Computer Equipment and Software: List specialized computer equipment and software required for
this position. (personal computers and standard software such as Word and Excel are assumed.
Indicate if no computers or software are used to perform this function)
4. Environmental, Health and Safety Conditions: Select any and all noted conditions, and then select the
frequency of time in which you are required to work under these conditions.
Environmental Condition Frequency of Time
0-1/3 1/3-2/3 2/3-Over | Seasonally
O | 1. | Extreme temperature changes O O O O
(heat, cold, extreme weather changes)
O | 2. | Respiratory hazards O O O O
(fumes, gases, chemicals, dust and dirt)
O | 3. | Noise and vibration O O O O
(sufficient to cause hearing loss)
O | 4. | Physical hazards O O O O

(high voltage, dangerous machinery




Health and Safety Conditions 0-1/3 1/3-2/3 2/3-Over Seasonally
O | 1. | Driving ©) ©) ©) O
O | 2. | Mechanical hazards ©) ©) ©) O
O | 3. | Chemical hazards ©) ©) ©) O
O | 4. | Electrical hazards ©) ©) ©) O
O | 5. | Fire hazards ©) ©) ©) O
O | 6. | Communicable diseases ©) ©) ©) O
O | 7. | Physical danger or abuse (specify): O O O O
O | 8. | Other (specify): @) @) O @)

5. Primary Work Location: Check the type of location where most of the position’s duties are performed.

X 1. | Office Environment O | 4. | Clinic O | 6. | Residential Facility (not secure)
O | 2. | Shop or Warehouse O | 5. | Secured Facility O | 7. | Vehicle
O | 3. | Other (Specify)

6. Protective Equipment Required: List any protective equipment required for this position.

F. Position Minimum Requirements

1.

Formal Education: Record the minimum education required for this position (do not necessarily use

the incumbent’s education level, but the MINIMUM required for this position).

O

Less than high school education




High school diploma or equivalent

One year college

Two-year Associate’s degree in:

Four-year Bachelor’s degree in: liberal arts or related

Ol O] O] O x

oV kW

Graduate or professional work or advanced degree in:

Experience: Record the minimum experience required for this position (not necessarily the
incumbent’s experience).

No previous experience required

Six months to one year experience in/as:

Minimum of one year experience in/as:

Minimum of two years experience in/as: Clerical work

Minimum of three years experience in/as:

Minimum of four years experience in/as:

Minimum of five years experience in/as:

Minimum of six years experience in/as:

O 0 N o U B WM E

Minimum of seven years experience in/as:

Ol O O] O] O] O x| O] O] O

[ERN
©

Minimum of eight years experience in/as:

3. Certification and Other Requirements: List licenses, certifications, statutory requirements, or

registrations required for the position (not necessarily the incumbent’s current licenses or
certifications). Use the exact name of the license, certification or requirement.

vkl Wi N e

. Valid Drivers License Required? OYes xNo If Yes, what type?

G. Planning and Management Responsibilities




1. Problem Solving and Analytical Skills: What is the minimum level of problem solving ability and/or

analytical skill required for this position? Select one factor that most closely matches this position.

X 1. | Work tasks are usually identical, with simple rules and detailed instructions.

@) 2. | Work tasks are routine, but not identical.

O 3. | Work tasks are usually different, with somewhat diversified procedures and precedents.

@) 4. | Work tasks are varied and diversified, requiring analytical, interpretive, evaluative and/or constructive
thinking.

O | 5. | Work tasks are of a non-recurring nature, where procedures are not clearly defined. Tasks require in-
depth analytical, evaluative, developmental and constructive thinking.

O | 6. | Work tasks are of the broadest sense, requiring strategic planning, analytical, and evaluative,
developmental and constructive thinking.

2. Planning: Does this position involve planning work activities or projects? OYes xNo

If yes, describe the planning or project management activities associated with this position.

3. Budgetary Responsibility: Does this position involve working with the annual budget? O Yes x
No

If yes, please indicate the types of budgetary activities required.



O | 1. | Researches and prepares information for use in budget documents for a department. May recommend
budget allocations.

O | 2. | Researches and compiles data for budget monitoring, enters or oversees data entry. May monitor budget
expenditures (typically non-discretionary expenditures) for a work unit of less than department size or for
a small department.

O | 3. | Oversees budget preparation of department budget. Reviews and approves expenditures of significant
budgeted funds for the department or researches and prepares recommendations for countywide budget
expenditures.

O | 4. | Approves the final departmental budget and presents the budget document or information. Monitors the
progress of fiscal objectives and adjusts plans as necessary for completion.

4. Scope of Budgetary Responsibility: Provide the total amount, in dollars, of the operating budget and
any contracts or grants. This amount should include project management or organizational budget
responsibility.

Total county amount S Total grant amount $

Additional comments:

5. Management and Supervisory Responsibility: Does this position involve directing the work of others?

OYes xNo

If yes, please list the classification titles (not working titles) and number of employees supervised.

Classification Title(s) Number of Employees




6. Management and Supervisory Responsibility: If you answered “Yes” to the management and

supervisory question previously, indicate the management and supervisory direction provided by the
position (check one).

Responsibility requires the occasional direction of helpers, assistants, seasonal employees, interns,
volunteers or temporary employees.

Responsibility requires functioning as a lead worker performing essentially the same work as those
directed, and includes overseeing work quality, training, instructing, and scheduling work.

Responsibility requires supervising and monitoring the performance for a regular group of employees or
a work unit including providing input on hiring and performance actions, work objectives, program
effectiveness and realignment of work as needed.

Responsibility requires managing and monitoring work performance by directing subordinate
supervisors or administrators including authorizing final decisions on hiring and disciplinary actions,
evaluating program and work objectives and effectiveness, and realigning work and staffing
assignments as necessary.

Responsibility requires managing and monitoring work performance of senior department managers
including evaluating program and work objectives and effectiveness, establishing broad organizational
goals and realigning work and staffing for the department.

7. Freedom to Act: This factor will assist in determining the position’s level of freedom to act.

Limitations of freedom to act or position independence may include supervisory control, the nature of
the work, established policies and procedures, and/or legal constraints. Indicate the extent to which
you are free to act in the absence of supervision or management or the direction provided by policies
and procedures. (choose one)

X 1. | Follows direct, simple and detailed instructions, with procedures clearly defined, immediate supervision
always available, and work regularly reviewed.

O 2 Follows routine procedures and guidelines in the application of prescribed duties. Works under close
supervision with frequent review of work.

O | 3. | Follows standard procedures and established guidelines with some latitude in deciding how to achieve
end result. Non-standard work is referred to the supervisor for guidance and work is reviewed
periodically by supervisor on an “as needed” basis.

O 4. | Follows diversified procedures and implements processes to accomplish end results, within guidelines.
Immediate supervision is available upon request.

O | 5. | Plans details of methods to attain desired objectives working within established policy. Requires use of
initiative and resourcefulness in developing processes and procedures. Supervision is available for




special problems and work is reviewed on problem situations.

Works independently on broad assignments with specific given objectives. Responsible for planning
and performance with little or no guidance or assistance from supervisor during developmental process.
Work is reviewed upon completion of objectives.

Works independently on major assignments with responsibility for all planning of work of assigned
objectives. Makes major decisions limited only by broad policy rulings and proceeds along lines of own
initiative. Supervision is available for a wide range of problems involving general policy and work is
reviewed at the end of major projects.

Work is related to the broader administrative, executive and policy-making activities and major
programs/plans. Work is checked through consultation and agreement with others rather directives by
superiors. Supervision is available for unique, broad and diverse problems with overall effect on
departmental goals and objectives.

O

Work is generally unguided.

H. Human Relations

Interpersonal/Human Relations Skills: This factor measures the amount and level of personal

interaction with those outside direct reporting relationships (internal and external customers). The
interaction may include those in the general public, volunteers, other county divisions and
representatives of boards and commissions, governmental organizations, and officials, vendors and
suppliers. Select one factor that most closely matches this position, and specify the frequency of time
used in performing this job.

Frequency of Time
0-1/3 1/3-2/3 2/3-Over
O 1 Work requires answering simple inquiries or referring inquiries to ©) O X
others.
O 2 Work requires handling inquiries and reasonable complaints O O O
involving an explanation of standard policies, procedures and
non-controversial matters.
X 3. | Work requires handling critical inquiries and complaints not of a O O O
standard nature; requires tact and diplomacy in presentation to
obtain cooperation or approval.
O 4 Work requires contacts wherein poor handling may result in poor O O O
coordination of all efforts; deals with controversial or exception




policies or procedures that could result in litigation or damages if
improperly handled.




PROGRAM IMPROVEMENT REQUEST

CAPITAL, EQUIPMENT, RENOVATION, MISCELLANEOUS

| Constable Pct. 5 Budget No 3250
Denartment

| Brief Title of PIR

| Estimated Cost $ Department Priority

Brief Summary of Request

Windows added to the Chief Deputies office for security reasons.

Discussion Needed:

Windows need to be added to the wall that separates the Chief Deputies office with that of the open area. This is for
the protection of the staff. The chief deputy is the first line of defense should anything happen in the office.

Staff Review and Comment

FormG

FY2016 Operating Budget | Capital Improvement Plan Preparation Manual
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PROGRAM IMPROVEMENT REQUEST
CAPITAL, EQUIPMENT, RENOVATION, MISCELLANEOUS

| Constable Pct. 5 Budget No 3250
Denartment

| Brief Title of PIR

| Estimated Cost $ 4000 Department Priority

Brief Summary of Request

New Warrant Clerk: Will need secure door to maintain security of warrants, standard office
equipment (e.g. desk, chair, computer, and phone). Network access will need to be installed in
new office location. Door will need to be secured with lock and teller window access. Warrant
document cabinets will be needed for the storage of warrants, that are new and more than 2 years
old.

Discussion Needed:

Clerk is needed to maintain Warrants/Capiases to stay in line with County Auditors recommendations on FY12-FY13 audit
dated (05/16/14).

Warrant clerk will key required information into the Constable Civil system, clerk will assign warrants to appropriate
deputy for working.

Warrant clerk will maintain all AG warrants, and all other rush papers. Warrant clerk will send postcards in an attempt to
get individuals to come into the courts and make a payment plan. The attempts will be recorded by the warrant clerk who
will keep a running log of attempts.

Staff Review and Comment

FormG FY2016

FY2016 Operating Budget | Capital Improvement Plan Preparation Manual
-19-




REPLACEMENT EQUIPMENT REQUEST

Department Constable Pct. 5 Budget No. 3250
Item to be Age Property Estimated Cost
Priority Replaced (years) Number of Replacement Comments/Justification

1 Fax Machine 10+ 048138 1,117 Fax machine has not been replaced in
10 years; equipment does not perform
to the standards the office requires.

2 Printer 00001229 1,500 Department is in need of new printer, printer is
unreliable and requires maintenance. The printer

5+ plays a vital role to the work needed to be done on

a daily basis, ie: recalls, and other court
documents.

3

4

5

6

7

8

9

10

Form D

- 11 - FY2016 Operating Budget / Capital Improvement Plan Preparation Manual


























































Dallas County
Office of Budget and Evaluation

June 9, 2015
To: Commissioners Court

Through: Ryan Brown, Budget Officer

From: Alejandro Moreno, Budget and Policy Analyst
Subject: County Clerk FY2016 Budget Request Recommendations
BACKGROUND

During the FY2016 Budget Process, Dallas County departments submitted requests to the
Office of Budget and Evaluation for consideration in the FY2016 Budget. As such, the
County Clerk department submitted the following requests:

1. Vehicle-SUV
a. The request is for one SUV vehicle which will be used to transport records
between court buildings and the new records center. The vehicle is needed
to transport all records without requesting community services.

FINANCIAL IMPACT
1. Vehicle-SUV
a. The estimated one time cost for one new SUV Vehicle is $33,000.

RECOMMENDATION
The Office of Budget and Evaluation recommends:
1. Not purchasing one SUV Vehicle. The purchase of one SUV Vehicle would not
be cost-efficient for the purposes it will be used for.

These recommendations do not have a cost associated with them.

411 Elm Street - 3rd Floor, Dallas Texas 75202-3340
(214) 653 - 6387 e Fax (214) 653 - 6517 e Alejandro.Moreno@dallascounty.org



April 15, 2015

TO: Ryan Brown, Budget Officer
Urmit Graham, Acting HR Director

FROM: John Warren, County Clerk

SUBJECT: County Clerk Reorganization

BACKGROUND

In a continuing quest for operational efficiency and increased productivity the County Clerk has
completed an analysis of his office and request approval to reorganize the department with changes
primarily affecting his Administrative, Vitals, Criminal and Truancy divisions.

The purpose of this briefing is to present information regarding the County Clerk’s reorganization
proposal, financial impact and recommendations.

OPERATIONAL IMPACT

The County Clerk has reviewed the positions in the Administration, Vitals, Criminal, and Truancy
divisions and has determined that he can continue to increase the efficiency of the offices daily
operations by creating four (4) positions, reclassifying six (6) positions and deleting five (5)
positions. The requested personnel revisions will provide the County Clerk with the necessary
resources to improve the department’s overall operations and create efficiencies.

New Positions (4 positions)
The proposed new positions are as follows:

1) Senior Business Analyst Il Grade GM- This position will be responsible for providing daily
management and technical support to the County Clerk’s divisions by managing web servers,
databases, imaging, and computerized accounts to ensure effective workflow processing. This
position will manage all phases of all County Clerk’s computer programs to include system
development lifecycle from project scoping, planning, and requirements definition to issues
resolution, testing and implementation. This position works closely with staff and Dallas County IT
in the deployment of new applications and enhancements to existing applications and provides
orientation and training to end users for all new and modified systems. This position will be
responsible for managing a staff of two (2) Business Analysts. This position is anticipated to be a
Grade GM and will report to the County Clerk.



2) Truancy Courts Trainer- This position will be responsible for providing training for newly
hired and current clerical staff on a variety of tasks required to support the division. The trainer will
assist management in hiring, assigning tasks and evaluating clerical staff on their proficiency to
carry out their assignments. The trainer will also be required to stay abreast of changes in the law
and policies affecting the operation and incorporates changes in training programs and prepares
updates, distributes and maintains training materials and supplies. This position will also be
responsible for providing ongoing training on current and new court management systems and in
addition will serve as a floater during staff shortages. The position is anticipated to be a Grade 10
and will report to the Truancy Courts Manager.

3) Audio Visual Technician- This position will be responsible for operating multi-media
equipment (video and audio) for the County Clerk’s operations to include the live broadcast of the
Commissioner’s Court weekly briefings, special presentations requested by other County
departments and agencies. This position will also be responsible for trouble shooting and
maintaining the audio visual equipment in the County Clerks County Courts at Law and Probate
Courts. This position will evaluate new technologies for possible applications to enhance the
capabilities of the Commissioners Court Room, a Judicial Court Rooms as well as conference room
facilities. Makes sure that the equipment is always set up as required to optimize briefings,
presentations and meetings. This position is anticipated to be a Grade 8 and will report to the new
Senior Business Analyst position.

4) Quality Assurance Administrator- This position will assume the duties and functions
currently performed by the Human Resources Generalist. The Quality Assurance Administrator will
concentrate on meeting the County Clerk’s Humana Resources needs, streamlining departmental
operations by analyzing the current processes and procedures, reviewing, evaluating, recommending
and implementing appropriate changes to existing departmental operations. This position will
develop and facilitate specialized training programs for the County Clerk employees in an effort to
improve performance and participate in special projects regarding the County Clerk’s office
utilizing resources, along with monitoring and evaluating the quality and appropriateness of various
departmental programs and services. This position is anticipated to be a Grade H and will mirror the
District Clerk’s Quality Assurance Administrator’s position.

Reclassification (6 positions)
The proposed positions for reclassifications are as follows:

1) Program Coordinators Grade E to Business Analyst | Grade FM- there are two (2) positions
that serve as Program Coordinators for the County Clerk’s court operations (Criminal, Civil and
Probate). The County Clerk’s office has become more automated and requires a higher degree of
inter-departmental technical support and management. The Business Analyst in addition to the
Program Coordinators functions will be responsible for providing daily support by continually
meeting with division end users to define business, financial and operational requirements to
resolve business process issues and to enhance business processes, operations, and information
process flow for all the County Clerk’s divisions. The position will conduct research and perform
end user reviews of the systems to assure optimal performance, efficiency, and effective delivery of
services. In addition this position will be required to have extensive knowledge of computer
software and hardware. This position is anticipated to be a Grade FM and report to the new Senior
Business Analyst position.



2) Clerk 1 Receptionist Grade 5 to Telephone Information Clerk Grade (7)-This position is
responsible for answering all Administrative incoming calls to the County Clerk office as well as
receiving large volumes of calls to the County Clerk Call Center regarding inquiries from the
general public, legal communities and other governmental agencies pertaining to matters and
business and information regarding the County Clerk’s operations. This position is required to have
extensive knowledge of all the County clerk nine (9) divisions and will mirror the County Clerk’s
Call Center Telephone Information Clerks.

3) Data Entry/Research Clerk 1l Grade 6 to Administrative Assistant Grade 7- This position
will be responsible for assisting in planning and compiling all operational data and activities for the
County Clerk’s office. This will include receiving and reviewing monthly work load measures for,
the nine divisions to ensure that the office is meeting set out performance measures. This position
will also be responsible for receiving correspondence and telephone calls; addressing issues,
questions and complaints. This position will composes replies and provide information in response
to inquiries from outside agencies, the public, other departments and/or other employees. This
position will serve as the County Clerk’s liaison with other organizations and the general public on
certain research and minor legislative matters. This position will be required to maintain the
Personal Finance and Campaign Contribution records and respond to public inquiries regarding
access to these records. Acts as the County Clerk’s Executive Assistant back up during absences.

4) Executive Administrative Assistant Grade A to Executive Administrative Assistant
Assistance Grade B- This position in addition to their current duties will assist the County Clerk in
the management of certain long range projects and participate in a variety of special projects as
identified by the Clerk. The position will also assist and lend guidance to Elected Officials and
department Heads in ensuring that Personal Finance and Campaign Contribution records are
properly submitted and executed. The position will also assist with the preparation of briefing
agenda items, court orders and contracts that are unique to the County Clerk’s office only.

5) Civil Courts Trainer Grade Civil Courts Trainer Grade 10- This position in addition to their
current duties will act as a back-up or fill in supervisor whenever there is a supervisory vacancy in
the division this will also include coverage when one of the supervisors are out on vacation or
extended time away. This position will also assist the Manager in assessing business process to help
streamline them and to be more efficient.

FINANCIAL IMPACT

The annual savings of deleting the five (5) identified positions is estimated at $156,107.00. The
estimated cost for the four (4) new positions is estimated at $196,279.00. The estimated cost for the

six (6) reclassifications is estimated at $20,868.00 per year. The net cost of this reorganization is
projected to result in an increase of $5,087.00 per month, a net increase of $61,040.00 annually.

STRATEGIC PLAN COMPLIANCE

The reorganization of the County Clerk’s office is consistent with Dallas County Strategic Plan:
Vision 1: Dallas County assess and stream-lines the County’s workforce for efficiency and
operation.

LEGAL IMPACT

None



RECOMMENDATION

The County Clerk recommends that the Commissioners Court approve the following actions:
1) Approve the creation of five (5) new positions,

2) Approve the reclassification of the six (6) positions,

3) Approve deletion of the five (5) positions as outlined and,

4) Direct the Human Resources/Civil Service Department to review the new and

reclassified positions for proper classification.

Recommended by:

John Warren, Dallas County Clerk



County Clerk Budget FY 2016 Proposal

Department 4031

Operation Expenditure Detail

Expense Codes Line Item FY 2014 Approved FY 2015 Approved FY 2016 Proposed
1080 Mileage reimbursement $0.00 $0.00 $500.00
2090 Property less than $5,000 $0.00 $0.00 $0.00
2155 Notary/Bond Fees $200.00 $200.00 $200.00
2160 Office Supplies $155,000.00 $155,000.00 $160,000.00
2170 Postage $154,720.00 $150,000.00 $150,000.00
2180 Printing $70,000.00 $70,000.00 $70,000.00
2230 DDA $5,000.00 $5,000.00 $5,000.00
2640 Mainenance $20,000.00 $17,500.00 $20,000.00
2950 Books and Subscription $2,969.00 $3,172.00 $3,500.00
5590 Other Professional Fees $0.00 $0.00 $10,000.00
6170 Trail Expenses Other Court Cost $8,000.00 $8,000.00 $8,000.00
7020 Equipment Rental $60,000.00 $30,000.00 $30,000.00
Total $475,889.00 $438,872.00 $457,200.00
Department 4032

Expense Codes Line Item FY 2014 Approved FY 2015 Approved FY 2016 Proposed
2160 Office Supplies $8,000.00 $6,000.00 $7,000.00
2170 Postage $250.00 $250.00 $250.00
2180 Printing $9,000.00 $7,000.00 $8,000.00
2640 Mainenance $3,500.00 $3,500.00 $3,500.00
5590 Other Professional Fees $20,000.00 $15,000.00 $15,000.00
7020 Equipment Rental $2,000.00 $2,000.00 $2,000.00
Total $42,750.00 $33,750.00 $35,750.00




REQUEST FOR EXTRA HELP BUDGET

Department County Clerk

Description of

Budget No. 4031

Function Scanning & Indexing court documents

(11)

Position Title, Grade | Annual | Hourly Total Retirement Comments and
and Number Hours Rate Benefits Justification
Data Entry Clerk x |2080 |[14.35 N/A Total cost : $328,328.00

On going scanning projects
for paper on demand courts
(Probate/Criminal/Truancy

Courts)

Total

328,328.00

Staff Review and Comment

Form B

FY2016

FY2016 Operating Budget / Capital Improvement Plan Preparation Manual




County Clerk

REQUEST FOR PROFESSIONAL SERVICES
4031.05590

Department Budget No.
FY2015 FY2016
Pay To Description of Services Budget Amount
Requested
TX Dept of Safety - Use for Probate Division
Criminal History Check
Services
Daily Commercial Use for Probate Division
Records
Global Connect Use for Collections
Division-automated dialing
Lexis Nexus Use for Collections & Trust Division
iPLOW _ o
Use for Collections Division
Estimate $10,000.00
Process Improvement Consulting Request
FORM C FY 2016

FY2016 Operating Budget / Capital Improvement Plan Preparation Manual




PROGRAM IMPROVEMENT REQUEST
CAPITAL, EQUIPMENT, RENOVATION, MISCELLANEOUS

Department County Clerk Budget No 4031
Brief Title of PIR  Vehicle -SUV
Estimated Cost $33,000.00 Department Priority

Brief Summary of Request
Currently County Clerk-Central Records send out closed retention records at least once per

week to Records Management Center. The vehicle is to transport all records without
requesting community services.

Discussion of Need

The vehicle is used for transporting courts records between courts buildings and new
records center.

Staff Review and Comment

Form G FY2016

FY2016 Operating Budget / Capital Improvement Plan Preparation Manual
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Dallas County
Office of Budget and Evaluation

April 23, 2015
To: Commissioners Court

Through: Ryan Brown, Budget Officer

From: Alejandro Moreno, Budget and Policy Analyst
Subject: County Courts at Law FY2016 Budget Recommendations
BACKGROUND

During the FY2016 Budget Process, Dallas County departments submitted requests to the
Office of Budget and Evaluation for consideration in the FY2016 Budget. As such, the
County Courts at Law submitted the following requests:

1. Shredder
a. The County Court at Law 1 is requesting one shredder to destroy sensitive
information.

FINANCIAL IMPACT
1. The estimated one time cost of one shredder is $859.

RECOMMENDATION
The Office of Budget and Evaluation recommends:
1. The request for one shredder was reviewed and recommended by Records
Management during the 2015 Fiscal Year.

These recommendations from the Budget Office (does not include anything that was sent
to another department for review) come with a one-time cost of $0.

411 Elm Street - 3rd Floor, Dallas Texas 75202-3340
(214) 653 - 6387  Fax (214) 653 - 6517 e Alejandro.Moreno@dallascounty.org






Dallas County
Office of Budget and Evaluation

May 6, 2015
To: Commissioners Court

Through: Ryan Brown, Budget Officer

From: Alejandro Moreno, Budget and Policy Analyst
Subject: County Criminal Courts FY2016 Budget Request Recommendations
BACKGROUND

During the FY2016 Budget Process, Dallas County departments submitted requests to the
Office of Budget and Evaluation for consideration in the FY2016 Budget. As such, the
County Criminal Courts submitted the following requests:

1. New Position-Part-Time
a. The County Criminal Courts Manager is requesting one Part-Time Court
Coordinator position. The position is being requested in order to cover
courts due to sick and FMLA days.
2. New Position
a. The County Criminal Courts Manager is requesting one Bailiff position
for the Misdemeanor Magistrate Court due to the fact that bailiff’s of other
courts are currently being interrupted for fingerprints.
3. Printer
a. The request is from 13 County Criminal Courts. Each court is requesting
to have one printer replaced with a multi-functional printer.
4. Conference table
a. The request is from 12 County Criminal Courts. Each court is requesting
one conference room table for their Jury Rooms.
5. Chair- Jury Room
a. The request is from County Criminal Court 9 and 10. Eight Executive
High Back chairs need to be replaced in each Jury Room for a total of 16.
6. Chair- Courtroom Administrative
a. The request is from 13 County Criminal Courts. Each court is requesting 4
administrative chairs be replaced from the Courtroom.
7. Chair- Courtroom Guest
a. The request is from 13 County Criminal Courts. Each court is requesting 8
guest chairs be replaced from the Courtroom.
8. Chair- Conference Room Administrative
a. The request is from the County Criminal Court Manager’s Office. The
request is to replace old and broken chairs.
9. Chair-Conference Room Guest

411 Elm Street - 3rd Floor, Dallas Texas 75202-3340
(214) 653 - 6387  Fax (214) 653 - 6517 e Alejandro.Moreno@dallascounty.org



10.

11.

12.

13.

a. The request is from the County Criminal Court Manager’s Office. The
request is to replace old and broken chairs.
Chair-Guest
a. The request is from the County Criminal Court Manager’s Office. The
request is to replace worn out chairs.
Chair-Bailiff
a. The request is from County Criminal Court of Appeals #2. The request is
to replace 2 worn out bailiff chairs.
Credenza
a. The request is from County Criminal Court #4 to replace an old and worn
out credenza.
Desk
a. The request is from County Criminal Court #4 to replace an old and worn
out desk.

FINANCIAL IMPACT

1.

N

The estimated annual recurring cost of one part-time Court Coordinator position
is $7,500.

The estimated annual recurring cost of one full-time Bailiff is $73,669

The estimated one time cost of replacing 13 printers at $413 a printer is $5,3609.
The estimated one time cost of replacing 12 conference room tables is $10,450.
10 conference room tables are $650 each, one conference room table, which is
requested for County Criminal Court 9, is $750 and one conference room table,
which is requested for the County Criminal Court Manager’s office is $1,250.
The estimated one time cost of replacing 16 chairs at $230 a chair is $3,680.
The estimated one time cost of replacing 52 chairs at $350 a chair is $18,200.
The estimated one time cost of replacing 104 chairs at $203 a chair is $21,112.
The estimated one time cost of replacing 14 chairs at $451 a chair is $6,315.
The estimated one time cost of replacing 10 chairs at $356 a chair is $3,650.

. The estimated one time cost of replacing 2 chairs at $250 a chair is $500.

. The estimated one time cost of replacing 2 chairs at $500 a chair is $1,000.
. The estimated one time cost of replacing 1 credenza is $855

. The estimated one time cost of replacing 1 desk is $1,200

RECOMMENDATION

The Office of Budget and Evaluation recommends:

1.

w

o

Not funding the part-time Court Coordinator position. The department currently
receives Extra Help funds which are utilized for temporary help needs. Additional
Extra Help funds will be given on an as-needed basis.

Not funding one bailiff position. There is currently not enough work to justify one
full-time bailiff.

The request for 13 printers has been sent to the I.T. department for review.

For CCC#10, replacing 5 guest room chairs, one jury room table, and 8 jury room
chairs. ($4,871)

For CCC#9, replacing one jury room table and 8 jury room chairs. ($2,490)

For CCC#8, replacing 8 court room guest chairs. ($1,624)



7. For CCC#7, replacing 3 court room guest room chairs. ($609)
8. For CCC#6, replacing 1 jury room table and 8 jury room chairs. ($2,445)
9. For CCC#5, replacing 4 court room chairs. ($1,400)
10. For CCC#4, replacing 8 jury room chairs, one credenza, and one desk. ($3,550)
11. For CCC#3, replacing 4 guest room chairs ($812)
12. For CCCAP#2, replacing 2 bailiff chairs. ($1,000)
13. For CCC Manager’s office, replacing 1 conference room table, 6 conference room
guest chairs and 14 conference room administrative chairs. ($7,565)
These recommendations come with a one-time cost of $28,852.



OPERATING BUDGET

FOR THE COUNTY
CRIMINAL COURTS

AND 2016

CRIMINAL COURT
MANAGER
DEPTARTMENT

FISCAL YEAR

DALLAS COUNTY
Office of Budget and
Evaluation
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OPERATING EXPENDITURE DETAIL

Department 4620 Budget No. 00120
Expense | FY2013 | FY2014 FY2016

Codes | Actual | Budget |Projection| Request Comments/Justification
2155 0 0 200 2155- Notary

0
2160 |750 1500 |0 1500 2160 — Office Supplies
2170 102 0 0 150 2170 — Postage
0
0

2180 16,357 (15,000 17,000 |2180 — Printing
2950 488 338 600 2950 — Publications/Books

Staff Review and Comment
Due to the additional duties of Interpreter Assignments. The Court Manager’s Office is
requesting to add the Notary and Postage expense line items back into our budget.

FY2014 Operating Budget / Capital Improvement Plan Preparation Manual



Form A

FY 2016

REQUEST FOR EXTRA HELP BUDGET

Department 4620

Description of Function

Budget No. 00120

PART — TIME COURT COORDINATOR — COUNTY CRIMINAL COURTS

Position Title, Grade Annual | Hourly Total Retirement Comments and
and Number Hours Rate Benefits Justification
9529, OFFFICE 16.21- N/A | SEE BELOW
SUPPORT 750 | $21.18

Total

Staff Review and Comment

This position is currently budgeted at $7500 annually. This department is requesting to reclassify
this position as a Part-time Court Coordinator Position. There are 13 Misdemeanor Court
Coordinators with an average of 4 weeks of vacation. This vacation time is equivalent to 52
weeks a year. There is an additional need for the extra help in covering courts due to sick and
FMLA days. The Court Manager and three misdemeanor coordinators has been assigned to the
ACMS project until completion.

FY2014 Operating Budget / Capital Improvement Plan Preparation Manual




REQUEST FOR EXTRA HELP BUDGET

Department 4617  Budget No.

Description of Function ~ BAILIFF FOR MAGISTRATE COURT

Position Title, Grade Annual | Hourly Total Retirement Comments and
and Number Hours Rate Benefits Justification

THE MISDEMEANOR MAGISTRATE
COURT USES SENIOR VISITING
JUDGES TO ASSIST WITH THE
MOVING OF CASES, HEARINGS
AND OCCUPATIONAL LICENSES.

FULL TIME BAILIFF

SINCE THE REMOVAL OF THE
CATS PROGRAM. THIS COURT AS
BEEN WITHOUT A BAILIFF. THIS
HAS CAUSED A NEED FOR THE
BAILIFFS OF OTHER COURTS TO
BE INTERUPPTED FOR
FINGERPRINTS. WE BELIEVE
WITH A BAILIF WE WOULD HAVE
A MORE EFFIECIENT MAGISTRATE
COURT. WE CAN ASSIGN PRIA
AND FEMALE JAIL CHAINS TO
THIS COURT.

There may be some legal
issue with the use of the
conviction at a later date and
not be able to prove that the
fingerprint is from the same
person who entered the plea.

FY2014 Operating Budget / Capital Improvement Plan Preparation Manual




Total

Staff Review and Comment

Form C FY2014
REPLACEMENT EQUIPMENT REQUEST
Department 4609 Budget No.
Item to be Age Property Estimated Cost
Priority Replaced (years) Number of Replacement Comments/Justification
1 (1)8CONFERENC| 30+ 770.00 JURY ROOM
E
JURY
2 (8) EXECUTIVE 30+ 1836.00 JURY ROOM CHAIRS

FY2014 Operating Budget / Capital Improvement Plan Preparation Manual




HIGH BACK
CHAIRS

10

Form E

FY2014
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REPLACEMENT EQUIPMENT REQUEST

Department 4601,4602, 4603,4604,4605,4606,4607 Budget No. TECHNOLOGY REFRESH
4608,4609,4610,4611,4615,4616 FUND
Item to be Age Property Estimated Cost
Priority Replaced (years) Number of Replacement Comments/Justification
1 PRINTERS 10+ $412.07 X 13 NEED PRINTERS REPLACED WITH
=3296.56 MULIT FUNCTIONAL PRINTERS

2 MOST OF THESE COURTS HAVE
FAX MACHINES AND THE I.T.
/HELP DESK DO NOT PROVIDE
MAINENANCE OR REPAIR FOR

3 FAX MACHINES.

4

5

6

7

8

9

10

Form E

FY2016




REPLACEMENT EQUIPMENT REQUEST

Department 4601,4602, 4603,4604,4605,4606,4607 Budget No. 0120
4608,4609,4610,4611,4615,4616

Item to be Age Property Estimated Cost
Priority Replaced (years Number of Replacement Comments/Justification
\
1 CONFERENCE/ >20 N/A 10 X 650..00 This request is made to have this
JURY ROOM YRS = $8,450.00 furniture that is old, tattered, broken,
TABLE 1 X $750.00 stained and unsightly replaced.
1 COURTROOM >20 N/A 52 X $350.00
ADMINISTRATION | YRS =$11,318.00
CHAIRS
1 COURTROOM >20 N/A 72 X $203.00
GUEST CHAIRS | YRS =$14,616.00
Quotes provided by the Plano Office
Supply. The current furniture
contractor for Dallas County
Form D FY2016
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REPLACEMENT EQUIPMENT REQUEST

Department 4620 Budget No. 0120
Item to be Age Property Estimated Cost
Priority Replaced (years Number of Replacement Comments/Justification
\
1 CONFERENCE/ >20 N/A 1 X $1,250.00 This request is made to have this
JURY ROOM YRS furniture that is old, tattered, broken,
TABLE stained and unsightly replaced
1 CONFERENCE >20 N/A 14 X $451.00
ROOM YRS =$6315.
ADMINISTRATION
CHAIRS
1 CONFERENCE >20 N/A 10 X $365.00 Quotes provided by the Plano Office
ROOM YRS =$3,650.00 Supply. The current furniture
GUEST CHAIRS contractor for Dallas County

FY2016 Operating Budget / Capital Improvement Plan Preparation Manual




Jury Room
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Conference Room
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REPLACEMENT EQUIPMENT REQUEST

Department 4605 Budget No. 120
Item to be Age Property Estimated Cost
Priority Replaced (years) Number of Replacement Comments/Justification

1 (1) BAILIFF UNKNOWN 500.00 BAILIFF’S HOLSTER

CHAIRS GET CAUGHT ON THE CHAIR
BEING USED NOW.
2 REQUESTED A WIDER CHAIR
TO ACCOMMADATE THE
HOLSTER.

3

4

5

6

7

8

9

10

FY2014 Operating Budget / Capital Improvement Plan Preparation Manual




REPLACEMENT EQUIPMENT REQUEST

Department 4616 Budget No. 120
Item to be Age Property Estimated Cost
Priority Replaced (years) Number of Replacement Comments/Justification

1 (1) BAILIFF UNKNOWN 500.00 BAILIFF’S HOLSTER

CHAIRS GET CAUGHT ON THE CHAIR
BEING USED NOW.
2 REQUESTED A WIDER CHAIR
TO ACCOMMADATE THE
HOLSTER.

3

4

5

6

7

8

9

10

FY2014 Operating Budget / Capital Improvement Plan Preparation Manual
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REPLACEMENT EQUIPMENT REQUEST

Department

4620

Budget No.

120

Priority

Item to be
Replaced

Age
(years)

Property
Number

Estimated Cost
of Replacement

Comments/Justification

1

(2) GUEST
CHAIRS

30+

2x$250.00

CHAIRS HAVE NO SPRINGS IN
SEAT

10

FY2014 Operating Budget / Capital Improvement Plan Preparation Manual
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DALLAS COUNTY
ATTN: PAT JOHNSON

TARRANT COUNTY CONTRACT# 2013-045
APPROXIMATE DELIVERY IS SIX WEEKS

705 AVENUE K
PLANO, TEXAS 75074

Phone 972-424-8561 Fax 972-422-9936

www.planoofficesupply.com

Qty Product = __Description

— Llist/Sel Ext List/Sell
1 HPC023D Park Ave 72Wx36Dx29H DP Desk Bow Top 3/2 $2.163.00 $2.163.00
$854.39 $854.39
A% Tri Oval Edge
J Loop/Satin Nickel
NN LAM: Mahogany
1 HPC200D Park Ave 72Wx24Dx29H Credenza w/Storage 2-D-2 $2.163.00 $2.163.00
$854.39 $854.39
A% Tri Oval Edge
J Loop/Satin Nickel
.NN LAM: Mahogany
Sub Total: $4,326.00
Total List: $4,326.00
Total Sell: $1,708.78

TLDC052615.sp4

5/26/2015

Page 1 of 2



Please note the following:

Terms: Net 30 days.

Pricing includes freight, delivery and installation; Mon. - Fri., 8:00 - 5:00.

Pricing does not include relocation of existing furniture, electronic equipment or personal items.
Pricing does not include sales tax, if applicable.

Pricing does not include electrician's fee to access building power or data cable routing pertaining to modular furniture.

Custom or special order items cannot be cancelled or returned; Deposits are non-refundable.
This proposal is valid for 30 days, unless noted otherwise.

We appreciate the opportunity to offer our services and look forward to working with you on this project.
If you have any further questions, please contact me at 972-424-8561.

Tom Lowe

Approved by: Date:

TLDC052615.sp4 5/26/2015
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Dallas County
Office of Budget and Evaluation

June 9, 2015
To: Commissioners Court

Through: Ryan Brown, Budget Officer

From: Alejandro Moreno, Budget and Policy Analyst
Subject: Criminal District Courts FY2016 Budget Request Recommendations
BACKGROUND

During the FY2016 Budget Process, Dallas County departments submitted requests to the
Office of Budget and Evaluation for consideration in the FY2016 Budget. As such, the
Criminal District Courts submitted the following requests:

1. Small table
a. The 282" Judicial District Court is requesting a small table for the Court
Coordinator’s office.
2. Conference table
a. The request is for the Criminal District Court Manager’s office. The
Manager’s office is requesting to replace a conference room table that is
old and worn.
3. DVD Player
a. The request is from Criminal District Court 1 for one DVD player for their
Jury Room.
4. Chair- Chambers
a. The request is from the Drug Court. One chambers chair needs to be
replaced due to its age.
5. Chair- Side
a. The request is from the Drug Court, aux 1 and aux 7. One side chair needs
to be replaced due to its age for aux 1 and 8 for aux 7 due to their
condition.
6. Chair- Bailiff
a. The request is from the District Court Magistrate’s office for two auxiliary
courts, Criminal District Court 1, and the Criminal District Court 5. The
Magistrate’s office is requesting to replace 4 old chairs, the Criminal
District Court 1 needs to replace 2 worn chairs, and the CDC 5 is
requesting to replace 2 old chairs.
7. Chair- Conference Room
a. The request is from the Criminal District Court Manager’s Office. The
Manager’s office is requesting to replace 21 old and worn chairs.
8. Chair- Jury Room

411 Elm Street - 3rd Floor, Dallas Texas 75202-3340
(214) 653 - 6387  Fax (214) 653 - 6517 e Alejandro.Moreno@dallascounty.org



a. The request is from the 282" Judicial District Court, the 283" Judicial
District Court, the 292" Judicial District Court, the 203" Judicial District
Court, the Drug Court, the Criminal District Court 3, and the Criminal
District Court 7. The 56 chairs that need to be replaced in the courts are
old and weak.
9. Table
a. The request is from the 292" Judicial District Court, Criminal District
Court 1, and the Criminal District Court 7. One Jury Room table needs to
be replaced for each court due to their instability.
10. Chair- Courtroom
a. The request is for the 194™ Judicial District Court, the Criminal District
Court 1 and 5, and the Drug Court. 4 chairs are needed to replace broken
or worn chairs in the 194™ Court, 8 chairs are needed to be replaced in the
Criminal District Court 1 and 4 chairs are needing to be replaced in the
district court 5, and 8 chairs are needed to replace old chairs in the Drug
Courtaux 1 and 2 in aux 7.
11. Desk
a. The request is from Criminal District Court 1 to replace a Court
Coordinator’s desk that doesn’t lock. The Protective Order Court is
requesting one desk for their Judge’s Chambers.
12. Chair-Court Reporter
a. The request is from the Drug Court, Aux 1 to purchase a court reporter
chair. Aux 7 needs a court room chair and office chair for the court
reporter. The court reporters are currently using a chair from home.
Criminal District Court 6 is requesting one secretary chair to replace one
chair with no support.
13. Courtroom A/V Equipment
a. The Criminal District Court 2 and the 282" Judicial District court are
requesting A/V equipment for their courtrooms. CDC 2 needs their A/V
witness screen and sound system maintenanced or replaced. The 282"
Judicial District Court is requesting their current courtroom audio system
be upgraded to include microphones in the gallery.
14. Printer
a. The Magistrate’s department is requesting a color printer for the
Magistrate’s office in order to print off needed reports.
15. Scanner
a. The Staff Attorneys office is requesting one scanner which will be used to
transmit sensitive orders, findings, and set schedules in cases. Orders are
prepared for the mental health cases for the courts.

FINANCIAL IMPACT

The estimated one time cost of one small table is $175.

The estimated one time cost of replacing one conference room table is $1,081.
The estimated one time cost of one DVD player is $200.

The estimated one time cost of one chair is $339.

The estimated one time cost of 9 side chairs is $2,025, at $225 per chair.

AR A



The estimated one time cost of 8 chairs at $550 each is $4,400.

The estimated one time cost of 21 chairs at $255 each is $5,355.

The estimated one time cost of 84 chairs at $277 each is $23,268.

The estimated one time cost of 3 tables at $1,081 each is $3,243.

0. The estimated one time cost of 28 chairs at $255 each is $7,140.

1. The estimated one time cost of one desk is $718. The estimated cost of one desk

with return for the Protective Order Court is $1,185

12. The estimated one time cost of 3 court reporter chairs is $1,059 at $350 per chair.
The cost of one secretary chair is $245.

13. The estimated cost for the A/V equipment for the CDC2 and the 282" court is
currently not available.

14. The estimated one time cost of the printer is $350

15. The estimated one time cost of the scanner is $400

RR©®o~Ne

RECOMMENDATION
The Office of Budget and Evaluation recommends:
1. The small table is not standard office equipment. It is not recommended. The
department may use DDA funds.
2. Replacing one conference room table
3. Not purchasing one DVD player which is not standard equipment in the courts
and is not needed.
Replacing one chambers chair
Replacing one side chair for Aux 1 and 8 side chairs for Aux 7
Replacing 4 bailiff’s chairs for the Magistrate Department, Aux 2 and aux 5
Replacing 1 Bailiff’s chair for Criminal District Court 1
Replacing 2 Bailiff’s chairs for Criminal District Court 5
Replacing 21 chairs for the Criminal District Court Manager’s conference room.
8. Replacing 14 chairs for the 282" Judicial District Court
Replacing 1 chair for the 283™ Judicial District Court
Not replacing any chairs from the 292" Judicial District court which are still in
good condition
Replacing 3 chairs from the 203" Judicial District Court
Replacing 4 Jury Room chairs for the Drug Court, Aux 1
Replacing 14 chairs for the Criminal District Court 3
Not replacing any chairs from the Criminal District Court 7 which are still in good
condition
9. Not replacing one Jury Room table in the 292" Judicial District Court which is
still in good condition
Not replacing one Jury Room table in the Criminal District Court 1 which is still
in good condition
Not replacing one Jury Room table in the Criminal District Court 7 which is still
in good condition
10. Replacing 4 courtroom chairs in the 194" Judicial District Court

o oA
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Not replacing any courtroom chairs in the Criminal District Court 1 which are still
in good condition
Replacing 4 Courtroom chairs for the Drug Court, Aux 1
Replacing 2 side chairs in the Drug Court, Aux 7
Replacing 4 court room chairs in the Criminal District Court 5

11. Not replacing one desk for the Criminal District Court Coordinators office which
is still in good condition.
Replacing one desk for the Judge’s Chambers.

12. Replacing one court reporter chair for the Drug Court, Aux 1 and 2 for Aux 7.
Replacing one secretary chair for Criminal District Court 3.

13. The request for A/V equipment has been sent to the Facilities department for
review.

14. Purchasing one color printer for the Magistrate’s office. The printer was approved
in FY2014, but never purchased.

15. Purchasing one scanner.

These recommendations come with a one-time cost of $25,311.



REPLACEMENT EQUIPMENT REQUEST

CRIMINAL DISTRICT

Department COURTS MANAGFE

Budget No.

4470

Priority

Item to be Age
Replaced (years)

Property
Number

Estimated Cost
of Replacement

Comments/Justification

20 CHAIRS
(CONFERENCE)

B255. ea x
20=$5100.

OLD,WORN, NO SUPPORT

10

Form D

- V| - FY2016 Operating Budget / Capital Improvement Plan Preparation Manual




REPLACEMENT EQUIPMENT REQUEST

Department  292nd JUDIGCIAL DISTRICT COURT BudgetNo. 4450
Item to be Age Property Estimated Cost
Priority Replaced (years) Number of Replacement Comments/Justification
) (14) JURY OVER $277 EA X OLD,DIRTY, NO SUPPORT
ROOM CHAIRS 20 YRS 14=$3878 WEAK
2 JURY ROOM OVER BASE=$640
TABLE 20 YRS TOP=$441 UNSTABLE
=$1081
3
4
5
6
7
8
9
10
Form D

- 11 - FY20/6 Operating Budget / Capital Improvement Plan Preparation Manual




REPLACEMENT EQUIPMENT REQUEST

Department CRIMINAL DISTRICT COURT 7 Budget No. 4407
Item to be Age Property Estimated Cost
Priority Replaced (years) Number of Replacement Comments/Justification
1 (14) JURY OVER $277 ea x 14 |OLD, DIRTY, NO SUPPORT,
ROOM CHAIRS 20 YRS = $3878 SMELLS AND ARE WEAK
2 JURY ROOM OVER BASE" =$640 CROOKED AND UNSTABLE
TABLE 20 YRS TOP =441
=$1081
3
4
5
6
7
8
9
10
Form D

- 11 - FY2016 Operating Budget / Capital Improvement Plan Preparation Manual




REPLACEMENT EQUIPMENT REQUEST

Department  CRIMINAL DISTRICT COURT 5 BudgetNo. 4405
Item to be Age Property Estimated Cost
Priority Replaced (years) Number of Replacement Comments/Justification
] (2) BAILIFF OVER $550 ea x 2= |WORN,OLD & NO SUPPORT
CHAIRS 20 YRS $1100
2
3
4
5
6
7
8
9
10
Form D

- 11 - FY2016 Operating Budget / Capital Improvement Plan Preparation Manual




REPLACEMENT EQUIPMENT REQUEST

Department  CRIMINAL DISTRICT COURT Budget No. 4401
Item to be Age Property Estimated Cost
Priority Replaced (years) Number of Replacement Comments/Justification
) COURTROOM OVER $255 ea x 8= | OLD,NO SUPPORT WORN
CHAIRS (8) 20 YRS $2040.
2 JURY ROOM OVER BASE $640. UNSTABLE
TABLE 20 YRS TOP $441.
=$1081.
3 BAILIFF OVER $550 ea x 2 WORN, OLD, NO SUPPORT
CHAIRS (2) 20 YRS =$1100.
4 | COORDINATOR'$ OVER $718. DOSEN"T LOCK
DESK 20 YRS
5
6
7
8
9
10
Form D

- 11 - FY2016 Operating Budget / Capital Improvement Plan Preparation Manual




REPLACEMENT EQUIPMENT REQUEST

Department

282nd JUDICIAL DISTRICT COURT Budget No.

4435

Priority

Item to be
Replaced

Age
(years)

Property
Number

Estimated Cost
of Replacement

Comments/Justification

1

(14) JURY
ROOM CHAIRS

OVER
20 YRS

$277. ea x
14= $3878.

TORN, WORN, NO SUPPORT

10

Form D

- 11 - FY2016 Operating Budget / Capital Improvement Plan Preparation Manual




REPLACEMENT EQUIPMENT REQUEST

Department  194¢h JUDICIAL DISTRICT COURTBudgetNo. 4410

Item to be Age Property Estimated Cost
Priority Replaced (years) Number of Replacement Comments/Justification
1 (4) COURTROOM OVER $255 ea BROKEN, WORN , UNCOMFORTABLE
CHAIRS 20 YRS x 4=$1020. NO SUPPORT
2
3
4
5
6
7
8
9
10
Form D

- 11 - FY2016 Operating Budget / Capital Improvement Plan Preparation Manual




REPLACEMENT EQUIPMENT REQUEST

Department DRUG COURT Budget No. 4013
Item to be Age Property Estimated Cost
Priority Replaced (years) Number of Replacement Comments/Justification

| (14) JURY OVER $277.ea x 14 |SAFETY HAZARD SEVERAL HAV

ROOM CHAIRS 20 YRS $3878. BROKEN. SEVERAL ABOUT TO
BREAK.

2 (8) CHAIRS OVER $255.ea x 8 OLD NO SUPPORT WORN

COURTROOM 20 YRS =$2040,

4 for ea Drug

Court)

10

Form D

- 11 - F¥2016 Operating Budget / Capital Improvement Plan Preparation Manual




REPLACEMENT EQUIPMENT REQUEST

Department 203rd JUDICIAL DISTRICT COURTBudget No. 4420
Iten to be Age Property Estimated Cost
Priority Replaced (years) Number of Replacement Comments/Justification
1 (l4) JURY OVER $277. ea x OLD, WORN AND UNSTABLE
ROOM CHAIRS 20 YRS 14 =$3878.

2

3

4

5

6

7

8

9

10

Form D

- 11 - F¥2016 Operating Budget / Capital Improvement Plan Preparation Manual




REPLACEMENT EQUIPMENT REQUEST

Department

Budget No.

DRUG_COURT 4013
Item to be Age Property Estimated Cost
Priority Replaced (years) Number of Replacement Comments/Justification
i CHAMBERS $339, OLD, NO SUPPORT
CHAIR (AUX 7 CHAMBERS LAW LIBRARY)
2 SIDE CHAIR $225. NO SIDE CHAIR IN
CHAMBERS
(aux 7 CHAMBERS?LAW LIBRARYD
3
4
5
6
7
8
9
10
Form D

- 11 - FY2016 Operating Budget / Capital Improvement Plan Preparation Manual



REPLACEMENT EQUIPMENT REQUEST

Department DISTRICT COURT MAGISTRATES Budget No. 4460
Item to be Age Property Estimated Cost
Priority Replaced (years) Number of Replacement Comments/Justification
1 BAILIFF CHAIRS $550. EA X 2 | AUX 2-WORN, OLD
OVER =$1100. NO SUPPORT
20 YRS
BAILIFF CHAIRS
2 OVER $550. EA x 2 | AUX 5-WORN, OLD
20 YRS =$1100. NO SUPPORT.
3
4
5
6
7
8
9
10
Form D

- 11 - FY2016 Operating Budget / Capital Improvement Plan Preparation Manual




REPLACEMENT EQUIPMENT REQUEST

Department CDC

Budget No.

4401

Priority

Item to be
Replaced

Age
(years)

Property
Number

Estimated Cost
of Replacement

Comments/Justification

1

DVD PLAYER

NA

$200

NEEDED FOR JURY ROOM

10

Form D

- 11 - FY2016 Operating Budget / Capital improvement Plan Preparation Manual




'Department

REPLACEMENT EQUIPMENT REQUEST

282nd JUDICIAL DISTRICT COURT Budget No.

4435

i’riority

Item to be
Replaced

Age
(years)

Property
Number

Estimated Cost
of Replacement

Comments/Justification

1

SMALL TABLE

NA

$175.

COURT COORDINATORS
OFFICE FOR FAX MACHINE

10

Form D

- 11 - FY2016 Operating Budget / Capital Improvemeni Pian Preparation Manual




REPLACEMENT EQUIPMENT REQUEST

Department  CDC MANAGER Budget No. 4470
Item to be Age Property Estimated Cost
Priority Replaced (years) Number of Replacement Comments/Justification
1 CONFERENCE BASE $640 OLD, WORN
ROOM OVER TOP $441 =
TABLE 20 YEARS $1081.
2
3
4
5
6
7
8
9
10
Form D

- |1 - FY2016 Operating Budget / Capital Improvement Plan Preparation Manual




REPLACEMENT EQUIPMENT REQUEST

Department

282nd JUDICIAL DISTRICT COURT Budget Ne.

4435

Priority

Item to be
Replaced

Age
(years)

Property
Number

Estimated Cost
of Replacement

Comments/Justification

]

(14) JURY
ROOM CHAIRS

OVER
20 YRS

$277. ea x
14= $3878.

TORN, WORN, NO SUPPORT

10

Form D

- 11 - FY2016 Operating Budget / Capital Improvement Plan Preparation Manual







PROGRAM IMPROVEMENT REQUEST

CAPITAL, EQUIPMENT, RENOVATION, MISCELLANEOUS

Department 282ND JUDICIAL DISTRICT COURT Budget No 4435

Brief Title of PIR A/V EQUIPMENT
Estimated Cost

Department Priority

Brief Summary of Request

JUDGE GIVENS-DAVIS IS REQUESTING CURRENT COURTROOM AUDIO SYSTEM BE
UPGRADED TO INCLUDE MICROPHONES IN THE GALLERY.

Discussion of Need

COURT REPORTER IS UNABLE TO HEAR DURING THE JURY SELECTION.

Staff Review and Comment

Form G FY2016

FY2016 Operating Budget / Capital Improvement Plan Preparation Manual
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REPLACEMENT EQUIPMENT REQUEST

Department

CDC 6

Budget No.

4406

Priority

Item to be
Replaced

Age
(years)

Property
Number

Estimated Cost
of Replacement

Comments/Justification

1

Secretary
Chair

Over
10 yr

$245

No support

Form D

- 11 - FY2016 Operating Budget / Capital improvement Plan Preparation Manual




REPLACEMENT EQUIPMENT REQUEST

Department CDC3 Budget No. 4403
Item to be Age Property Estimated Cost
Priority Replaced (years) Number of Replacement Comments/Justification
! ;goglURY OVER $277 ea UNSTABLE, WEAK
CHAIRS 15 YR x 14=$3878 | SAFETY CONCERN
2
3
4
5
6
7
8
9
10
Form D

- 11 - FY2016 Operating Budget / Capital Improvement Plan Preparation Manual




REPLACEMENT EQUIPMENT REQUEST

Department  283rd DISTRICT CT Budget No. 4440
Item to be Age Property Estimated Cost
Priority Replaced (years) Number of Replacement Comments/Justification
1
14 JURY OVER $277 ea UNSTABLE, WEAK AND A
ROOM CHAIRS | 15 YR x 14=$3878 SAFETY CONCERN
2
3
4
5
6
7
3
9
10
Form D

- 11 - FY2016 Operating Budget / Capital Improvement Plan Preparation Manual




Dallas County
Office of Budget and Evaluation

May 21, 2015
To: Commissioners Court

Through: Ryan Brown, Budget Officer

From: Alejandro Moreno, Budget and Policy Analyst
Subject: Criminal Justice FY2016 Budget Request Recommendations
BACKGROUND

During the FY2016 Budget Process, Dallas County departments submitted requests to the
Office of Budget and Evaluation for consideration in the FY2016 Budget. As such, the
Criminal Justice department submitted the following requests:

1. Additional office space
a. The request is for additional office space that would house the entire
Criminal Justice Department in a centralized location. This request has
been sent to the Space Committee for review.
2. Optiplex GX270
a. The request is to replace 9 computers which are not able to run programs
needed by the ELM unit. This request has been sent to the I.T. department
for review.
3. Deputy Director of Criminal Justice (M)
a. The request is for one additional position in the Criminal Justice
Department, with the downgrade of one Criminal Manager (J) to a Grade
H.
4. Reclassification
a. The request is for the reclassification of 5 positions from a Grade G to a
proposed Grade of H. The positions are as follows: 4 Project/Policy
Analysts, 1 Manager to a Program Manager II.

FINANCIAL IMPACT
1. Additional Office Space
a. The estimated cost is currently not available.
2. Optiplex GX270
a. The estimated cost of replacing one computer is $1,025, for a total of
$9,225 for the nine computers.
3. Deputy Director (M)
a. The estimated one time cost for furniture and equipment is $3,730. The
approximate annual cost for salary and benefits is $102,970.
4. Reclassification

411 Elm Street - 3rd Floor, Dallas Texas 75202-3340
(214) 653 - 6387  Fax (214) 653 - 6517 e Alejandro.Moreno@dallascounty.org



a. The estimated annual recurring cost of 5 reclassifications is $21,940.

RECOMMENDATION

The Office of Budget and Evaluation recommends:

1.
2.
3.

4.

Request sent to Open Space Committee.

Request sent to the I.T. Department.

The Deputy Director request was briefed and approved during the 2015 Fiscal
Year at a Grade M.

The Office of Budget and Evaluation the reclassification of the 5 listed positions
and further recommended the Human Resources/Civil Service Department
determine the proper classification.

These recommendations from the Budget Office (does not include anything that was sent
to another department for review) come with a one-time cost of $3,730 and an annual
recurring cost of $124,910.
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MISSION STATEMENT

The mission of the Dallas County Jail Diversion Department is to
enhance public safety and maximize the effectiveness of Dallas
County criminal justice resources by managing and reducing jail
population through diversion programs, supervised releases, pretrial
screening and liaisons with other criminal justice agencies.

Page 2



DESCRIPTION OF DEPARTMENTAL FUNCTIONS TO
DALLAS COUNTY STRATEGIC PLAN

Department:

Jail Diversion

Primary function of
department:

The reduction and management of jail population
through diversion programs, supervised releases,
pretrial screening and liaisons with other criminal
justice agencies.

Strategic plan vision(s)
associated

with department’s primary
function:

Vision 3: Dallas County is safe, secure, and

prepared.

Strategy 3.1 - Synergize Public Safety Programs and
Services across Dallas County.

Strategy 3.2 — Coordinate Programs and Systems to
Reduce Crime in Dallas County.

Strategy 3.4 — Maximize Effectiveness of Dallas
County Criminal Justice Resources.

Roles performed by
department

In support of strategic plan
vision(s):

Traditional service provider — operating as extension
of Commissioner’s Court

Architect - Dallas County is innovative by having a
Department with four unique units designed to reduce
overcrowding in the County Jail while maintaining the
safety of the community (Criminal Justice, Pretrial
Release, Bond Supervision, and Mental Health
Coordination).

Representative performance
measures for department:

1) Reduced jail population

2)Providing supervision for defendants released on
bond conditions

3)Explore alternatives to incarceration for defendants
with mental health issues

Page 3




Jail Population/Criminal Justice Department

Leah Gamble Etho Pugh Charlene Randolph
Pre-Trial Release Jail Population Policy Analyst
Manager Coordinator Grade G
GradeJ Grade G

Pretrial Release Services Alternative Sentencing Program
(4)Pretrial Officers (Grade FF) Gwen Truxal -Manager (Grade G)

Administrative Assistant (Grade 10) % (7)Post-Trial Officers (Grade FF)
< Senior Secretary (Grade10)

Bond Supervision Unit (BSU)
** (3) Bond Supervision Technician(Grade C)

o,

< Secretary (Grade 6)

Contract Services
Crisis Services Project

Adapt-5 Staff

Transicare-5 Staff

Page 4

Ron Stretcher
Criminal Justice Director

Open,
Mental Health
Coordinator
Grade F

Brandy Coty
Competency Coordinator |
Grade 12

Nakish Greer

Administrative Coordinator Il

Grade 12

District Judges & CSCD

Keta Dickerson,
Problem Solving Court
Manager
Grade H

Christina Gonzales
Specialty Court Coordinator
Grade E

PROBLEM SOLVING COURTS

0,
o

®,
o

®,
o

X3

*

0,
o

DIVERT Court (1)

Intensive Intervention (2)
Felony DWI Court

Prostitution Court

Family Dependency Treatment
Court (planned)

Duane Steele
CJAB Coordinator
Grade G



REQUEST FOR PROFESSIONAL SERVICES

Department 4014/Jail Diversion Budget No. 00120
FY2015 FY2016
Pay To Description of Services Budget Amount
Requested
Sentinel Electronic Monitoring equipment for 70,991.55 113,000

Indigent defendants

Process Improvement Consulting Request

e This amount will cover 11,300 defendant supervision days (jail bed days), of ELM
supervision.

FORM C

FY 2016
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REPLACEMENT EQUIPMENT REQUEST

Department

4014/Jail Diversion

Budget No.

Priority

Item to be
Replaced

Age
(years)

Property
Number

Estimated Cost
of Replacement

Comments/Justification

1

Optiplex GX270

7+ year

00020179

$1,025

This computer can’t run some of the
programs that we use in our department.
The ELM unit uses GPS monitoring
software for instance

Optiplex GX270

7+ year

00007233

$1,025

This computer can’t run some of the
programs that we use in our department.
The ELM unit uses GPS monitoring
software for instance

Optiplex GX270

7+ year

00020167

$1,025

This computer can’t run some of the
programs that we use in our department.
The ELM unit uses GPS monitoring
software for instance

Optiplex GX270

7+ year

00018911

$1,025

This computer can’t run some of the
programs that we use in our department.
The ELM unit uses GPS monitoring
software for instance

Optiplex GX270

7+ year

00013009

$1,025

This computer can’t run some of the
programs that we use in our department.
The ELM unit uses GPS monitoring
software for instance

Optiplex GX270

7+ year

00010791

$1,025

This computer can’t run some of the
programs that we use in our department.
The ELM unit uses GPS monitoring
software for instance

Optiplex GX270

7+ year

00020177

$1,025

This computer can’t run some of the
programs that we use in our department.
The ELM unit uses GPS monitoring
software for instance

Optiplex GX270

7+ year

00027133

$1,025

This computer can’t run some of the
programs that we use in our department.
The ELM unit uses GPS monitoring
software for instance

Optiplex GX270

7+ year

00020213

$1,025

This computer can’t run some of the
programs that we use in our department.
The ELM unit uses GPS monitoring
software for instance

10

Form D
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PROGRAM IMPROVEMENT REQUEST

ADDITIONAL STAFF
Department 4014 / Jail Diversion Budget No
Brief Title of PIR
Approx. Net Cost $137,000

Department Priority

Brief Summary of Request
Deputy Director of Criminal Justice position

Discussion of Need

The Criminal Justice Department has been in existence over 8 years. In that time period the Department
has grown in staff and program responsibilities to a great degree. The department initially operated the
mental health diversion function with one employee and Pretrial Release with 7 employees. Currently, the
department operates the Pretrial Release Unit (2500 active cases), the Bond Supervision unit (1200 active
cases), the Alternative Sentence/ELM Bond supervision program (140 active cases), the Mental Health
Diversion Program, and the Outpatient Competency Program. Additionally, the Director is responsible for
Crisis Service Project coordination with a total project cost of $20 million, the Criminal Justice Advisory
Board function and Jail Population Coordination. The Jail Population coordination encompasses many
efforts, the impact of which is a reduction to the $110 million dollar jail expenditures. The Director has
been slated to become much more involved in the direction of North Texas Behavioral Health Authority
(NTBHA) and the redesign of the NorthSTAR system. The addition of a Deputy Director will allow the
Director the time to focus his efforts on this project while the operation of the remainder of the department
continues efficiently.

Discussion of Related Performance Measure

The extensive data we produce about the jail population, mental health diversion, and pretrial diversion
will all continue to be reported and tracked through the Jail Population Meetings, the BHLT meetings, and
other existing workgroups.

Staff Review and Comment

Form E FY2016
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PROGRAM IMPROVEMENT REQUEST COST WORK

SHEET

Brief Title of PIR

Staff Cost

Grade

Salary

FICA @ 7.65%

Retirement @ 11.5%

Insurance @ $8,500

Related Equipment

Number
Desk
Furniture
Computer
Printer
Network Cabling
Software
Vehicle
Travel
Pager
Cell Phone
Other

Other Costs (describe)
Special Training
Consultant Fees

Renovation/Space

Less Additional Revenue Source

Deputy Director of Criminal Justice

0]

$104,717.00

$8010.85

$12,042.46

$8500.00

Total
$133,270.31

$745.00

$1710.00

$1025.00

$250.00

Total $3730.00

Total

Grand 1 otal $137,000.31

Form E1

FY2016
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Work tasks are of a non-recurring nature, where procedures are not clearly defined. Tasks require in-
depth analytical, evaluative, developmental and constructive thinking.

® | 6. | Work tasks are of the broadest sense, requiring strategic planning, analytical, and evaluative,
developmental and constructive thinking.
2. Planning: Does this position involve planning work activities or projects? ®Yes ONo

If yes, describe the planning or project management activities associated with this position.

Planning related to the monitoring of the jail population and proposes new programs, systems, procedures and

approaches that may reduce lengths of stay and opportunities for pre and post trial diversion.

3. Budgetary Responsibility: Does this position involve working with the annual budget? ® Yes O No

If yes, please indicate the types of budgetary activities required.

O | L

Researches and prepares information for use in budget documents for a department. May recommend
budget allocations.

O | 2

Researches and compiles data for budget monitoring, enters or oversees data entry. May monitor budget
expenditures (typically non-discretionary expenditures) for a work unit of less than department size or for
a small department.

Oversees budget preparation of department budget. Reviews and approves expenditures of significant
budgeted funds for the department or researches and prepares recommendations for countywide budget
expenditures.

Approves the final departmental budget and presents the budget document or information. Monitors the
progress of fiscal objectives and adjusts plans as necessary for completion.

4. Scope of Budgetary Responsibility: Provide the total amount, in dollars, of the operating budget and any

contracts or grants. This amount should include project management or organizational budget
responsibility.

Total county amount $5,000,000 | Total grant amount $265,432.79

Additional comments: Department operating budget is $ 1,500,000, additional amount consists of the 1115Waiver
DISRP match funds. Department is charged with the analysis and implementation of policies, program, and
procedures which create reductions in the $110 million total jail cost.

5. Management and Supervisory Responsibility: Does this position involve directing the work of others?

®Yes

ONo

If yes, please list the classification titles (not working titles) and number of employees supervised.

Classification Title(s) Number of Employees
Program Manager 11 1
Program Manager I 1
Manager 1
Policy Analyst 3
Coordinators 4
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Pre/Post Trial Service Officer 10

Electronic Monitoring Officer

3
Clerical Staff 4

6. Management and Supervisory Responsibility: If you answered “Yes” to the management and
supervisory question previously, indicate the management and supervisory direction provided by the position

(check one).

O

Responsibility requires the occasional direction of helpers, assistants, seasonal employees, interns,
volunteers or temporary employees.

o

Responsibility requires functioning as a lead worker performing essentially the same work as those
directed, and includes overseeing work quality, training, instructing, and scheduling work.

Responsibility requires supervising and monitoring the performance for a regular group of employees or
a work unit including providing input on hiring and performance actions, work objectives, program
effectiveness and realignment of work as needed.

Responsibility requires managing and monitoring work performance by directing subordinate supervisors
or administrators including authorizing final decisions on hiring and disciplinary actions, evaluating
program and work objectives and effectiveness, and realigning work and staffing assignments as
necessary.

Responsibility requires managing and monitoring work performance of senior department managers
including evaluating program and work objectives and effectiveness, establishing broad organizational
goals and realigning work and staffing for the department.

7. Freedom to Act: This factor will assist in determining the position’s level of freedom to act. Limitations
of freedom to act or position independence may include supervisory control, the nature of the work,
established policies and procedures, and/or legal constraints. Indicate the extent to which you are free to
act in the absence of supervision or management or the direction provided by policies and procedures.
(choose one)

1.

Follows direct, simple and detailed instructions, with procedures clearly defined, immediate supervision
always available, and work regularly reviewed.

2,

Follows routine procedures and guidelines in the application of prescribed duties. Works under close
supervision with frequent review of work.

Follows standard procedures and established guidelines with some latitude in deciding how to achieve
end result. Non-standard work is referred to the supervisor for guidance and work is reviewed
periodically by supervisor on an “as needed” basis.

Follows diversified procedures and implements processes to accomplish end results, within guidelines.
Immediate supervision is available upon request.

Plans details of methods to attain desired objectives working within established policy. Requires use of
initiative and resourcefulness in developing processes and procedures. Supervision is available for
special problems and work is reviewed on problem situations.

Works independently on broad assignments with specific given objectives. Responsible for planning and
performance with little or no guidance or assistance from supervisor during developmental process.
Work is reviewed upon completion of objectives.

Works independently on major assignments with responsibility for all planning of work of assigned
objectives. Makes major decisions limited only by broad policy rulings and proceeds along lines of own
initiative. Supervision is available for a wide range of problems involving general policy and work is
reviewed at the end of major projects.

Work is related to the broader administrative, executive and policy-making activities and major
programs/plans. Work is checked through consultation and agreement with others rather directives by
superiors. Supervision is available for unique, broad and diverse problems with overall effect on
departmental goals and objectives.

Work is generally unguided.
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LONG TERM CAPITAL NEEDS PREVIEW

Brief Title Growth Projections for Dept. 4014

Estimated Cost

Discussion of Need and Time Constraint

FCCB 1* Floor

The department has grown from 2 ELM officers to 7 Officers in 5 1/2 years. We anticipate continued growth. Pre-Trial
Release, ASP/ELM and BSU have been housed in the same location in an area within FCCB that was built out in December,
2012. That area now holds approximately 21 FTEs and has room for only one additional officer.

\We are projecting growth for Pretrial Release, ASP/ELM and BSU to continue at a slower pace, necessitating the addition of
5-10 employees, as jail costs increase and jail diversion becomes even more critical.

Additional computers and monitors as staff is added.

FCCB 4" Floor

The Criminal Justice Department and the Mental Health Unit have also grown and additional space is needed to house 17
FTEs. Currently there are 6 staff members in 5 individual offices, 3 in the mental health unit and 8 in the mental health work
area. Two (2) additional staff will be hired to support the Crisis Services Project (CSP).

\We are requesting additional office space that would house the entire department in a centralized location such as a portion of
the South side of the 8" floor in FCCB. Additional computer hardware and software will be required to support the additional
staff.

Future Mental Health Match funding

Dallas County has for many years providing local funding to the safety net behavioral health system, NorthSTAR. The local
match was $4.5 million annually until it was reduced to $3.4 million annually during the economic slowdown of a few years
ago. Starting with FY 2014, the local match was instead used as the intergovernmental transfer (IGT) match for the 1115
Waiver program. This allowed local county funds to be leveraged into increased services funding through the IGT match.

The NorthSTAR system is currently being redesigned at the direction of the Legislature’s Sunset Commission. This change
will result in a new Local Mental Health Authority with six of the seven former NorthSTAR counties. Collin County will
establish their own authority.

The new NorthSTAR LHMA will be required to provide local match funds as part of any contract with the state. Dallas
County’s portion is expected to be in the range of the $4.5 million prior match contribution. This match is expected to begin
no earlier that September 1, 2016.

Estimated Impact on Future Operating Budgets
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DALLAS COUNTY

Human Resources/Civil Service
Position Reclassification Summary Form

(For a new position use the “Position Description Questionnaire”)

Definition: A significant change in the job content of a classification including
responsibilities, level of knowledge and accountability, such that it affects the assigned
total point evaluation of the classification. (Sec. 86-431)

Date prepared: . 4/1/15
Section I. General

Information

Department Name Jail Diversion/Criminal Justice
Division / Section

Work Location 133 N. Riverfront Blvd.
Contact Name Leah Gamble

Telephone Number 214-875-2346

Court Order # and Date:

Section II. Current Classification
Status Vacant X Filled
Type X  Full-Time Part-Time

Section III. Classification Review

Current Proposed
Job Title Project/Policy Analyst Project/Policy Analyst
Job Code 70059
Job Grade G H
Reports To (Position Director of Criminal Justice,
Name & Grade): Ron Stretcher,
Original Job Creation 08/26/2013
Date
Position Number(s) * 4029 *

FLSA Status (Ex, Non-Ex) Exempt

Section IV. Job Summary

Manage and coordinate the development and direct provisions of improvement in mental
health services for adults with criminal justice involvement. Analyze issues and results, create
budget, reporting of results, evaluation of program outcomes, provide leadership and foster
relationships among community system providers of mental health services. Analyze legislative
matters of concern to the county.

Section V. Management Scope

NA

C:\Users\Alejandro.Moreno\AppData\Local \Microsoft\Windows\Temporary Internet
Files\Content.Outlook\9WRGHIGT\Position Reclassification Charlene.doc Page 1 of 4



Qualifications Current Proposed
Education Bachelors Degree in Behavioral | Bachelors Degree in Behavioral
Science, Criminal Justice, Public | Science, Criminal Justice, Public
Policy or Business Mgmt Policy or Business Mgmt
Experience \ 3 years | 3 years

Funding Source: 1115 Waiver funds. Crisis Service Project

Job Evaluation Points -- Hay/Point Factor (HR Use Only)

Hay Points KH: PS: KH: PS:
AC: TTL: AC: TTL:
Profile: Profile:

Last Reclassification Date, if applicable: |

Describe what has changed in your department, grant or program scope that has affected
this position (e.g. duties, volume, etc.)

a. The scope of my position has been affected by the success of the Crisis Services Project (CSP).
Since employment, CSP has met all of its 1115 Waiver metrics and outcomes which has resulted in over
$8 million dollars in matched funds to Dallas County.

b. As the scope of CSP has expanded, daily duties now include providing oversight and ensuring
compliance by CSP contractors (i.e. Metrocare, ValueOptions, Adapt, Transicare).

c. Since the creation of the position, the responsibilities of the Criminal Justice Department have
increased. Therefore, the Director of Criminal Justice has expanded my scope of work to include
serving as the lead contact, negotiator, and compliance officer for several Criminal Justice funded
programs and community partnerships (CSP, Forensic Diversion Unit, JIMI data system, CSP at
Timberlawn, After-care engagement initiative, Value Options Care Coordinator, CSP Transportation
Pilot).

d. The scope of Dallas County Behavioral Health Leadership Team (BHLT) has also increased, and |
now provide management support and co-facilitate the Dallas County BHLT, as well as oversee all
BHLT sub-committees. My position is also now responsible for ensuring the community is updated on
all 1115 Waiver Behavioral Health projects in RHP 9 region (which includes Dallas County). To this
end, | now attend all RHP 9 conferences and events, and | coordinate status update presentations by
each 1115 Waiver Behavioral Health provider to Dallas County BHLT.

Where did the new duties come from?
a. The success of the Crisis Services Project
b. The expanded scope of work in the Dallas Criminal Justice Department

When did the change occur? Why? (Non-financial reasons)
The changes have occurred incrementally since position start date of 8/2013. The success of the Crisis
Services Project has been the basis of increased responsibilities in the Criminal Justice Department.
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Who has been performing the new duties? Since when?

The Crisis Services Project is a new initiative to Dallas County and the position was filled 8/2013 to
implement and manage the program. The encumbent has performed all planned and new duties since
its inception.

If the duties are reassigned, how will this impact the overall responsibilities of EACH of the
individual positions/jobs referenced above?

NA

What specific tasks or activities make the work more (or less) complex?

Quantitative

a. Assist in creating, managing and approving a Crisis Services Project annual budget of approximately
$4 million.

b. Provide oversight and management to approximately 20 Crisis Services Project program contractors
from Transicare, Adapt, Metrocare, and ValueOptions.

c. Provide oversight to three BHLT sub-committees (ACOT, FACT, CSP Governance).

Qualitative
a. This position was created to manage the Crisis Services Project (CSP) as was approved by HHSC and

CMC. Due to the success of the Crisis Services Project, the Criminal Justice Department has been able
to expand the scope of CSP; therefore, creating additional initiatives to support system-wide mental
health transformation in Dallas County. As a result the responsibilities have grown to include managing
and providing oversight to those additional resources which include: CSP at Timberlawn, Forensic
Diversion Unit, CSP partnership with Terrell State Hospital, CSP partnership with Parkland Jail Health,
After-Care Engagement Package in collaboration with ValueOptions.

b. Provide assistance to, and aide in the creation of, the new Dallas County Behavioral Health Housing
Workgroup.

Is additional training and/or education required?
NA

FOR HR USE ONLY

Recommend Do Not Recommend Hold — Collect Additional Data
New Position Incumbent
New Job Title Job Grade | Number Salary Max-in-Hire

|Specia| Instructions / Comments
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CIVIL SERVICE MEETING - STATUS

| | Approved | | Not Approved

| Pulled

Special Instructions / Comments
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DALLAS COUNTY

Human Resources/Civil Service
Position Reclassification Summary Form

(For a new position use the “Position Description Questionnaire”)

Definition: A significant change in the job content of a classification including
responsibilities, level of knowledge and accountability, such that it affects the assigned
total point evaluation of the classification. (Sec. 86-431)

Date prepared: . 04/01/2015
Section I. General

Information

Department Name Jail Diversion/Criminal Justice
Division / Section Jail Population Management
Work Location 133 N. Riverfront Blvd, Dallas
Contact Name Leah Gamble

Telephone Number 214-875-2346

Court Order # and Date:

Section II. Current Classification
Status Vacant X Filled
Type X Full-Time Part-Time

Section III. Classification Review

Current Proposed
Job Title Project/Policy Analyst Project/Policy Analyst
Job Code 70059
Job Grade G H
Reports To (Position Director of Criminal Justice,
Name & Grade): Ron Stretcher,
Original Job Creation 12/01/2006
Position Number(s) * 4475 *
FLSA Status (Ex, Non-Ex) Exempt Exempt

Section IV. Job Summary

Manage and coordinate the development and direct provisions of improvement in multiple
areas of jail population management. Analyze issues and results, reporting of results,
evaluation of program outcomes, provide leadership and foster relationships among
community stakeholders in the criminal justice community. Analyze legislative matters of
concern to the county.

Section V. Management Scope

N/A
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Qualifications Current Proposed
Education Bachelors Degree in Behavioral | Bachelors Degree in Behavioral
Science, Criminal Justice, Public | Science, Criminal Justice, Public
Policy or Business Mgmt Policy or Business Mgmt
Experience | 3 years | 3 years

Funding Source:4014

Job Evaluation Points -- Hay/Point Factor (HR Use Only)

Hay Points KH: PS: KH: PS:
AC: TTL: AC: TTL:
Profile: Profile:

Last Reclassification Date, if applicable: \

Describe what has changed in your department, grant or program scope that has affected
this position (e.g. duties, volume, etc.)

a. The amount and format of data that is gathered and prepared for daily, monthly, and yearly analysis
as it relates to managing the Dallas County Jail Population

b. The daily review of all Dallas County Criminal Justice statistics to maintain a level of population that
is forecasted by Dallas county for jail Population

c. Co-Chair Monthly Jail Population Meeting with senior decision makers to determine new policy and
procedures to positively affect the jail population

d. Engages all major components of the criminal justice system in Dallas County, i.e. Jail, courts, DA
Office, Public defender Office, and community stakeholders on a daily basis to ensure that defendants
flow through the Counties Judicial Process as designed from arrest to disposition to release and final
detaining agencies.

e. Completes Public Information Act (P1A) requests for statistical data for many county departments on
a daily basis.

Where did the new duties come from?

a. Enlargement of responsibilities from managing the county’s jail population

b. Increased area of responsibility for the Criminal Justice Department

c¢. Addition of responsibility as co-chair and presenter at monthly jail pop meetings

When did the change occur? Over the last 3 years, this position has added more
responsibility and functions on a daily basis. Why? (Non-financial reasons)

Who has been performing the new duties? Since when?

The incumbent. Etho Pugh. 2012

If the duties are reassigned, how will this impact the overall responsibilities of EACH of the
individual positions/jobs referenced above?

N/A
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What specific tasks or activities make the work more (or less) complex?

Quantitative

a. 50 percent more responsibilities and duties added to the position in reference to data collection and
analysis.

b. 100 percent increase in duties in managing the county’s jail population

C.

Qualitative

a. Growth of the position from an aid position into the county’s full time project/policy analyst for the
criminal justice department as it relates to the county’s jail population.

b. Increase in scope of accountabilities for the Criminal Justice/ Jail Diversion Department

C.

Is additional training and/or education required?

FOR HR USE ONLY

Recommend Do Not Recommend Hold — Collect Additional Data
New Position Incumbent
New Job Title Job Grade | Number Salary Max-in-Hire

Special Instructions / Comments

CIVIL SERVICE MEETING - STATUS

| | Approved | | Not Approved | |Pulled

Special Instructions / Comments

C:\Users\Alejandro.Moreno\AppData\Local \Microsoft\Windows\Temporary Internet
Files\Content.Outlook\9WRGHIGT\Position Reclassification Etho.doc Page 3 of 3



DALLAS COUNTY

Human Resources/Civil Service
Position Reclassification Summary Form

(For a new position use the “Position Description Questionnaire”)

Definition: A significant change in the job content of a classification including
responsibilities, level of knowledge and accountability, such that it affects the assigned
total point evaluation of the classification. (Sec. 86-431)

Date prepared: . 04/01/2015
Section I. General

Information

Department Name Jail Diversion/Criminal Justice
Division / Section Criminal Justice Advisory Board
Work Location 133 N. Riverfront Blvd, Dallas
Contact Name Leah Gamble

Telephone Number 214-875-2346

Court Order # and Date:

Section II. Current Classification
Status Vacant X Filled
Type X Full-Time Part-Time

Section III. Classification Review

Current Proposed
Job Title Project/Policy Analyst Project/Policy Analyst
Job Code 70059
Job Grade G H
Reports To (Position Director of Criminal Justice,
Name & Grade): Ron Stretcher, ???
Original Job Creation 2010
Date
Position Number(s) * 5044 5044
FLSA Status (Ex, Non-Ex) Exempt Exempt

Section IV. Job Summary

Manage and coordinate the development and direct provisions of improvement in multiple
areas of the criminal justice system. Analyze issues and results, create budgets, reporting of
results, evaluation of program outcomes, provide leadership and foster relationships among
community stakeholders in the criminal justice community. Analyze legislative matters of
concern to the county.

Section V. Management Scope

N/A
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Qualifications Current Proposed
Education Bachelors Degree in Behavioral | Bachelors Degree in Behavioral
Science, Criminal Justice, Public | Science, Criminal Justice, Public
Policy or Business Mgmt Policy or Business Mgmt
Experience \ 3 years \ 3 years

Funding Source: Grant 2020

Job Evaluation Points -- Hay/Point Factor (HR Use Only)

Hay Points KH: PS: KH: PS:
AC: TTL: AC: TTL:
Profile: Profile:

Last Reclassification Date, if applicable: |

Describe what has changed in your department, grant or program scope that has affected
this position (e.g. duties, volume, etc.)

a. Jail Diversion Dept has grown by 50%, increasing the operation management duties of this
position.

b. Increased responsibility and oversight of various funding sources (e.g.crisis service project, 530
funds, JAG grant) department grant and waiver budgets

c. key driver of system improvements data matching mental health, video conferencing, changes to
procedures for housing juvenile offenders in Dallas County

Where did the new duties come from?

a. Enlargement of department caused need for operations management

b. Increased area of responsibility for the Criminal Justice Department

c. Addition of responsibility added by the participation in the 1115 Medicaid Transformation Waiver

When did the change occur? Why? (Non-financial reasons)
Over the past 4 years, Transformation Waiver occurred in early 2013

Who has been performing the new duties? Since when?

The incumbent. Duane Steele. 2011

If the duties are reassigned, how will this impact the overall responsibilities of EACH of the
individual positions/jobs referenced above? NA

What specific tasks or activities make the work more (or less) complex?

Quantitative

a. 50 percent more responsibilities added to this position reference operation management
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b. 100% increase in the budgetary responsibilities due to addition of 2 projects with funds outside the
county budget

Qualitative

a. Growth of the position from a coordinator to an integral participant in outcome of projects
b. Increase in scope of accountabilities for the Criminal Justice/Jail Diversion Department

Is additional training and/or education required? NO

FOR HR USE ONLY

Recommend Do Not Recommend Hold — Collect Additional Data
New Position Incumbent
New Job Title Job Grade | Number Salary Max-in-Hire

Special Instructions / Comments

CIVIL SERVICE MEETING - STATUS

| | Approved | | Not Approved | | Pulled

Special Instructions / Comments
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DALLAS COUNTY

Human Resources/Civil Service
Position Reclassification Summary Form

(For a new position use the “Position Description Questionnaire”)

Definition: A significant change in the job content of a classification including
responsibilities, level of knowledge and accountability, such that it affects the assigned
total point evaluation of the classification. (Sec. 86-431)

Date prepared: . 04/01/2015
Section I. General

Information

Department Name Jail Diversion/Criminal Justice
Division / Section Jail Diversion Programs
Work Location 133 N. Riverfront Blvd, Dallas
Contact Name Leah Gamble

Telephone Number 214-875-2346

Court Order # and Date:

Section II. Current Classification
Status Vacant X Filled
Type X Full-Time Part-Time

Section III. Classification Review

Current Proposed
Job Title Manager | Program Manager |l
Job Code 601800
Job Grade G H
Reports To (Position Director of Criminal Justice,
Name & Grade): Ron Stretcher,
Original Job Creation August 2009 October 1, 2015
Date
Position Number(s) * 4226 4226
FLSA Status (Ex, Non-Ex) Exempt Exempt

Section IV. Job Summary

Manages and monitors the daily activities of the electronic monitor unit unit by developing and
implementing policies and procedures and evaluating program activities. Hire and train staff in
the resolution of procedural issues, communicating with elected officials, judges, attorneys and
other professionals. Direct personnel activities. Oversee the preparation and evaluation of
budgets issues. Represents the department at meetings, hearings, trials, conferences and
other public events. Research new legislation and incorporates changes into the programs and
informs staff of changes. Assists in the acquisition or development of computer systems,
interfacing with other departments to ensure systems are operational.
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Section V. Management Scope

Supervision of Electronic Monitoring/Alternative Sentence Program. ( 8 full time employees, 7
grade FF and 1 grade 8 clerical) There is a significant possibility of future growth to add
multiple employees.

Qualifications Current Proposed
Education Bachelors Degree in Behavioral | Bachelors Degree in Behavioral
Science, Criminal Justice, Public | Science, Criminal Justice, Public
Policy or Business Mgmt Policy or Business Mgmt
Experience 3 years, including 6 months 3 years, including 6 months
supervisory experience supervisory experience

Funding Source:4014

Job Evaluation Points -- Hay/Point Factor (HR Use Only)

Hay Points KH: PS: KH: PS:
AC: TTL: AC: TTL:
Profile: Profile:

Last Reclassification Date, if applicable: \

Describe what has changed in your department, grant or program scope that has affected
this position (e.g. duties, volume, etc.)

a. Increase in number of staff supervised and scope of program management, from Work Release type
program with county jail sentenced inmates to Electronic Monitor Bond programs which involves the
supervision while on bond of a much more serious risk level of offender.

b. This position was reporting directly to the Pretrial Release Manager, that position handled higher
level management for the ELM unit. The Pretrial Release Manager position is being reclassified to not
include supervision of the ELM unit, this manager will take on increasing responsibility in personnel
matters, staff hiring, etc.

Where did the new duties come from?

a. Department restructure with addition of Deputy Director Position, and reclass of Pretrial Release
Manager position

b.

C.

d.

When did the change occur? Why? (Non-financial reasons)
2016 Budget, change related to additional responsibilities taken on by Director of Criminal Justice
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Who has been performing the new duties? Since when? Program Manager Ill, Pretrial Release
manager has been performing these duties.

If the duties are reassigned, how will this impact the overall responsibilities of EACH of the
individual positions/jobs referenced above?

What specific tasks or activities make the work more (or less) complex?

Quantitative

a. Increase in staff supervised

b. Increase in budget managed

c. Increase in unit manager responsibilities

Qualitative

a. Broader scope of interaction with external departments (e.g. courts, attorneys, vendors)

b. Program changes include creation of ELM bond program with offenders charged with serious crimes
and the resultant increase in supervision requirementsc.

Is additional training and/or education required?
No

FOR HR USE ONLY

Recommend Do Not Recommend Hold — Collect Additional Data

New Position Incumbent
New Job Title Job Grade | Number Salary Max-in-Hire

Special Instructions / Comments

CIVIL SERVICE MEETING - STATUS

| | Approved | | Not Approved | | Pulled

Special Instructions / Comments
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DALLAS COUNTY

Human Resources/Civil Service
Position Reclassification Summary Form

(For a new position use the “Position Description Questionnaire”)

Definition: A significant change in the job content of a classification including
responsibilities, level of knowledge and accountability, such that it affects the assigned
total point evaluation of the classification. (Sec. 86-431)

Date prepared: . 04/01/2015
Section I. General

Information

Department Name Jail Diversion/Criminal Justice
Division / Section

Work Location 133 N. Riverfront Blvd, Dallas
Contact Name Leah Gamble

Telephone Number 214-875-2346

Court Order # and Date:

Section II. Current Classification
Status Vacant X Filled
Type X Full-Time Part-Time

Section III. Classification Review

Current Proposed
Job Title Project/Policy Analyst Project/Policy Analyst
Job Code 70059
Job Grade G H
Reports To (Position County Administrator, Darryl
Name & Grade): Martin (Project Analyst)
Original Job Creation
Date
Position Number(s) * * *
FLSA Status (Ex, Non-Ex) Exempt Exempt

Section IV. Job Summary

Actively and concurrently manage and execute multiple projects tasks assigned by the County
Administrator. Review and interpret work plans to develop an understanding of the approach
to tasks. Develop execution plan for project tasks. Effectively utilize critical thinking skills for
the most rational and reasonable project results. Develop and analyze memorandums of
understanding for projects assigned. Develop final project reports for commissioner’s court
administration of all analyzed data.

Section V. Management Scope
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N/A

Qualifications Current Proposed
Education Bachelors Degree in Behavioral | Bachelors Degree in Behavioral
Science, Criminal Justice, Public | Science, Criminal Justice, Public
Policy or Business Mgmt Policy or Business Mgmt
Experience | 3 years | 3 years

Funding Source:

Job Evaluation Points -- Hay/Point Factor (HR Use Only)

Hay Points KH: PS: KH: PS:
AC: TTL: AC: TTL:
Profile: Profile:

Last Reclassification Date, if applicable: \

Describe what has changed in your department, grant or program scope that has affected
this position (e.g. duties, volume, etc.)

a. Project tasks associated with the TechShare project

b. Project tasks associated with the Building Study Committee

c. Project tasks associated with the ACMS project

Where did the new duties come from?

a. The direction of the Dallas County Commissioners

b. The priority of the Building Study Committee project and the immediate need to vacate the Records
building. Collecting data on department needs, space, parking, and number of current employees
within each department in the building.

c. The priority of having an operable adult case management system (ACMS) for Dallas County Courts

d. The priority of having a more effective Juvenile Case Management System (JCMS) for Dallas County.

e. The priority of having an operable Justice of the Peace Case Management System (JPCMS)

f. The priority of reviewing and analyzing standardized policies for specific areas within the Sheriffs and
Constables dept.

When did the change occur? Why? (Non-financial reasons)

Who has been performing the new duties? Since when?

The incumbent.

If the duties are reassigned, how will this impact the overall responsibilities of EACH of the
individual positions/jobs referenced above?

NA

What specific tasks or activities make the work more (or less) complex?
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See below:

Quantitative

a. The details of each project require attention to detail in order to report accurate data to assist the
commissioners reach a final decision.

Qualitative

a. Ensuring that quality review time is spent to analyze information reported from external agencies
to ensure data is accurate prior to presenting the information to commissioners court administration.

Is additional training and/or education required?
NA

FOR HR USE ONLY

Recommend Do Not Recommend Hold — Collect Additional Data
New Position Incumbent
New Job Title Job Grade | Number Salary Max-in-Hire

Special Instructions / Comments

CIVIL SERVICE MEETING - STATUS

| | Approved | | Not Approved | | Pulled

Special Instructions / Comments
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DALLAS COUNTY
OFFICE OF BUDGET AND EVALUATION

June 15, 2016

TO: Commissioners Court

THROUGH: Ryan Brown, Budget Officer

FROM: Erica Terrazas, Budget and Policy Analyst

SUBJECT:  District Attorney PIR Analysis — FY2016

BACKGROUND

During the FY2016 Budget Process, Dallas County departments submitted requests to the Office

of Budget and Evaluation for consideration in the FY2016 Budget. The District Attorney has
submitted the following requests for consideration by the Commissioners Court:

1. 23 new positions, totaling approximately $2,224,078;
2. Fifteen (15) reclassifications, totaling approximately $291,220; and
3. Approximately $334,675 in new equipment and replacement requests.

District Attorney - New Positions
Budg.
Department Fund No. Position Title Positions Grade Cost
District Attorney -
Mental Health 120 4011 | Attorney V 2 AttV $ 277,640
District Attorney -
Mental Health 120 4011 | Legal Secretary 1 10 $ 53,259
District Attorney -
Records 120 4011 | Clerk | 1 5 $ 45,327
District Attorney - Civll 120 4011 | Attorney V 1 AttV $ 138,820
District Attorney - Civll 120 4011 | Attorney IV 1 Att IV $ 118,489
District Attorney - Civll 120 4011 | Paralegal 1 12 $ 65,033
District Attorney -
Admin 120 4011 | Floater Attorney V 2 AttV $ 277,640
District Attorney -
Family Violence 120 4011 | Victim Advocate 1 12 $ 62,209
District Attorney -
Checks 120 4011 | Bookkeeper 1 8 $ 52,473
District Attorney - Gangs 120 4011 | Attorney V 1 AttV $ 138,820
District Attorney - At |
Misd/FV 120 4011 | Attorney | 1 $ 85,363
District Attorney - Elder 10
Abuse 120 4011 | Legal Secretary 1 $ 53,259

411 EIm Street — 3" Floor, Dallas, Texas 75202-3340
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District Attorney -
Family Violence

120

4011

Legal Assistant

10

$ 53,728

District Attorney -
Family Violence

120

4011 | Attorney V

Att V

$ 138,820

District Attorney -
Family Violence

120

4011

Victim Advocate

12

$ 62,209

District Attorney - Civll

120

4011 | Atty IV

Att IV

$ 118,489

District Attorney -
Appellate

120

4011 | Paralegal

12

$ 65,033

District Attorney - Public
Integrity

120

4011

Legal Assistant

10

$ 62,248

District Attorney - Public
Integrity

120

4011 | Attorney IV

Att IV

$ 118,755

District Attorney - 304th
DC

120

4011 | Attorney IV

Att IV

$ 118,232

District Attorney - 305th

120

4011 | Attorney IV

Att IV

$ 118,232

TOTAL

23

$

2,224,078

District Attorney - Reclassifications

Budget

No. of

Current

Proposed

Department | Fund

No.

Position Title

Positions

Grade

Grade

Cost

District

Attorney 120

4011

P1O

1

H

P

$ 50,272

District
Attorney -
Mental

Health 120

4011

Attorney V

AttV

Att VI

$ 17,684

District
Attorney -
Mental

Health 120

4011

Attorney IV

Att IV

AttV

$ 40,662

District
Attorney -

Admin 120

4011

Clerk to Accountant

12

$ 17,400

District
Attorney -

Technology 120

4011

Senior Applications Specialist

DM

IM

$ 21,555

District

Attorney 120

4011

Clerk to Admin Assistant

10

$ 6,396

District
Attorney -

Grand Jury 120

4011

Attorney 111

Att Il

Att IV

$ 6,987

District
Attorney -

Civil 120

4011

Attorney V

AttV

Att VI

$ 17,684

District
Attorney
Community

Pros 532

Program Advocate

$ 16,106

District
Attorney -

Technology 120

4011

Senior Secretary

AM

$ 6,926

District
Attorney
Public
Integrity

120

4011

Attorney IV

Att IV

AtttV

$ 20,332




District
Attorney -

Apellate 120 4011 | Attorney Il 1 Att 1l Att V $ 36,994

District
Attorney -
Family

Violence 120 4011 | Attorney Il 1 Att 1l Att V $ 16,600

District
Attorney -
Family

Violence 120 4011 | Attorney | 1 Att | Att 1l $ 15,623

TOTAL 15 $ 291,220

The Office of Budget and Evaluation makes the following recommendations for the FY2016
District Attorney’s Office Budget.

OPERATIONAL IMPACT

The Office of Budget and Evaluation determined that the Civil District Attorney’s Office has
been experiencing an increased caseload in Public Information requests that requires additional
staff assistance. OBE recommends the addition of one (1) Attorney V and one (1) Paralegal,
Grade 12 to address the increased PIA caseload and level of complexity that Civil and other
County departments such as SWIFS have been experiencing.

In February, 2015, one (1) Civil District Attorney was moved to Juvenile; however, caseload for
Juvenile has decreased. In FY2014, there were 1,764 Juvenile cases filed, while in FY2007 there
were 2,631 Juvenile cases filed. In discussions with the District Attorney’s Office, OBE
recommends that the Assistant District Attorney that was moved to Juvenile be moved to the
Gang Unit to address the need for a specialized Attorney for gang-related cases.

OBE and the District Attorney’s Office also discussed the County’s long-term Capital
Improvement plans that would affect the Frank Crowley Building. In order to provide needed
space, OBE recommends one (1) Clerk I, Grade 5 to assist with scanning documents to clear
space on the tenth floor, thereby also increasing efficiency. There are currently four (4) full time
positions, including the Supervisor.

The Office of Budget and Evaluation also recommends that the following positions be reviewed
by Human Resources/Civil Service for reclassification:

411 EIm Street — 3" Floor, Dallas, Texas 75202-3340
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District Attorney - Recommended Reclassifications
Budget No. of |Current|Proposed
Department |Fund| No. Position Title Positions| Grade | Grade Cost

District Attorney -
Mental Health 120 | 4011 |AttorneyV 1 AtV | AtVI |$ 17,684
District Attorney -
Mental Health 120 | 4011 |Attorney IV 2 AttlV | AtV [$ 40,662
District Attorney -
Admin 120 | 4011 |Clerk to Accountant 1 6 12 $ 17,400
District Attorney 120 | 4011 |Clerk to Admin Assistal 1 8 10 $ 6,396
District Attorney -
Civil 120 | 4011 |AttorneyV 1 AtV | AttVI |$ 17,684
District Attorney - | 120 | 4011 |Senior Secretary 1 8 AM [$ 6,926

TOTAL 7 $ 106,752

The Mental Health Assistant District Attorneys are requested to be reclassified to be on par with
the Mental Health Public Defender Attorneys.

The District Attorney Clerk to Accountant reclassification is requested due to the fact that
additional and more complex financial duties have been added to the Clerk 1, Grade 6 position.

The Clerk 1V, Grade 8 to Administrative Assistant, Grade 10 reclassification is requested based
on the increased complexities of duties being performed by the position assisting the District
Attorney’s First Assistant.

The Attorney V to Attorney VI in Civil reclassification is requested due to the fact that this
current position serves as the advisory chief of the Non-litigation Section. This position reviews
all requests for legal assistance brought to the Civil DA and delegates them to the most equipped
attorney in the Division. There has been an increased level of responsibilities assigned to this
position.

The Senior Secretary, Grade 8 to Grade AM Tech Support reclassification is requested based on
the position transitioning in March 2014 to Tier One support roles and responsibilities for
TechShare, DCIM, and Video Rom Digital Evidence. The position’s subject matter expertise has
added additional duties as authorized signer of all DA application access forms and set-up. As of
January 2015, this position also now supervises two (2) full time and one (1) part time position.

FINANCIAL IMPACT

The approximate total for positions recommended to be added to General Fund for FY2016 is
$388,000. The four (4) new positions for the General Fund each require $5,283 in new
equipment for a total FY16 new positions impact of $389,985.

The total recommended equipment cost is $23,144. A large number of the District Attorney’s
requests require additional review by IT and Records Management for items such as laptops,
computers, and fax machines. Additional review is required for printers/copiers due to Dallas
County entering a new contract in FY'16 that may be able to alleviate the need some of the
printers and scanners requested.



The total impact estimated for seven (7) reclassifications is $106,752.

RECOMMENDATION
The Office of Budget and Evaluation recommends authorizing:

Two (2) Attorney V (Mental Health and Civil Divisions) - $277,640;
One (1) Paralegal, Grade 12 (Civil) - $65,033;
One (1) Clerk, Grade 5 (Records) — $45,327 ;
The reclassification review of seven (7) positions - $106,752;
Mental Health Attorney V to Attorney VI
Two (2) Mental Health Attorney 1V to Attorney V
Clerk 11, Grade 6 to Accountant, Grade 12
Clerk 1V, Grade 8 to Administrative Assistant, Grade 10
Civil Attorney V to Attorney IV

f. Senior Secretary, Grade 8 to Tech Support, Grade AM
5. Equipment for four (4) new positions - $5,283; and
6. Equipment - $23,144.

AobdE

P o0 o

This recommendation will result in a recurring annual cost to the County of approximately
$484,752 and a one-time cost of $28,427 for a total cost of $513,179.

411 EIm Street — 3" Floor, Dallas, Texas 75202-3340
(214) 653-6389 - (214) 653-6517 - erica.terrazas@dallascounty.org



Dallas County District Attorney's Office

Budget Request for

FY 2016 (October 1, 2015- September 30, 2016)

Division Section New |Grant # |Grant Position Title New Positions Costs
1|A |Admin Div Mental Health 2 Attorney V Increase caseload Parity with P.D. Office $277,640.00( 1
1|A |Admin Div Mental Health 1 Legal Secretary Grade 10 Parity with P.D. Office $53,259.00| 2
1|A |Admin Div Records 1 Clerk | - Grade 5 Permanent scanning backlog $45,327.00| 3
1 A Civil Div PIA 1 Atty V Permanent Increased requests $138,820 | 4
1|A |Civil Div PIA 1 Atty IV Permanent Increased requests $118,489.00( 5
1|B |Admin Div Admin Div 2 Floater Atty V Permanent FML, MH, increased demands $277,640.00| 6
1{B |Division D Family Violence 1 Victim Advocate Gr12 Grade 12 Sexual Assualt $62,209.00
1|B [Admin Div Checks 1 Bookkeeper Grad 8 Permanent To return position $52,473.00
1|B [Division C Gangs 1 Atty V Permanent Increased field work $138,820.00
1|B |Misdemeanor Misd/FV 1 Atty 1 Permanent Fv $85,363.00
1|C [Division C Elder Abuse 1 Legal Secretary Grade 10 Increased caseload $53,259.00
1|C [Division D Family Violence 1 Legal Assistant Grade 10 CODIS/DNA/old kits tested $53,728.00
1|C [Division D Family Violence 1 Atty V Permanent Geo Allen Protec Orders $138,820.00
1|C [Division D Family Violence 1 Victim Advocate Gr12 Grade 12 Protective Orders $62,209.00
1|C |Civil Div PIA 1 Atty IV Permanent Increased requests $118,489.00
1|D [Special Fields Appellate 1 Paralegal Grad 12 Permanent Expunctions $65,033.00
1|D [Special Fields Public Integrity 1 Legal Assistant Brady Unit Increased work $62,247.81
1|D [Special Fields Public Integrity 1 Atty IV Brady Unit Increased work $118,755.16
1|D [Juvenile 304th DC 1 AttylV supp Increased workload $118,232.00
1|D [Juvenile 305th 1 Atty IV supp Increased workload $118,232.00
D [Total New Positions 21
E
2| |Reclassifications
2|A |District Attorney District Attorney 1 PIO Grade P H67 to P For qualified applicant $50,272.44
2{A |Admin Div Mental Health 1 Atty V to Atty VI Increase in duties Parity with PD $17,684.00
2|A |Admin Div Mental Health 2 Atty V Atty IV to Atty V Parity with PD $40,662.00
2|A |Admin Div Admin Div 1 Grade 12 Grade 6 to Grade 12 Accountant and restore $17,400.00
2|A [Admin Div Technology 1 Senior Applications Speci/DM to IM Tech support ACMS $21,555.00
2|A |District Attorney District Attorney 1 Admin Asst 10 Clerk IV to Admin10 Asst to First Asst $6,396.00
2(B |Grand Jury Intake Grand Jury Intake 1 Atty IV Atty Il to Atty IV increase complexity $6,986.58
2|B |Civil Div Civil Div 1 Atty V Atty VI Restore position and increased duties $17,684.00
2(B |Special Fields Community Pros 1 Program Advocate Grade F to Grade | Clinical Support $16,105.55
2|B [Admin Div Technology 1 Senior Secretary Grade 8 to AM increased duties and supervision $6,926.00
2|D |Special Fields Public Integrity 1 Atty V Atty IV to Atty V Deputy Chief of PI $20,331.81
2|D |Special Fields Appellate 1 Atty V Atty Il to Atty V Casillas $36,994.00
2|D |Division D Family violence 1 Atty IV Atty Il to Atty V Protective Orders $16,600.00
2|D |Division D Family violence 1 Atty Il Atty | to Atty Il Protective Orders $15,623.00
Total Reclassifications 16
Equipment see separate list
Total Equipment $0.00
41 |Training
4 Division C Specialized Crime training & travel $10,000.00
4| |Division D Family Violence training & travel $3,000.00
4] [Admin Div Technology training & travel $10,000.00
4 |Admin Div Mental Health training & travel $4,000.00
4| |Civil Civil training & travel $1,000.00
Total Training $23,000.00
Total Request $23,000.00




Department

Title of PIR

Unit Cost

# of Unit

Dallas County DA's Office
Capital, Equipment, Renovation, Miscellaneous

Estimated Cost

Brief Summary

Appellate Desk $683.00 1 $683.00 HON 10773 - Replace a desk(over 7 years old:065-629)

Appellate Bookcase $362.00 1 $362.00 HON 10755 - Replace a bookcase (+20 Years old)

Appellate Credenza $642.00 1 $642.00 HON 10741- Replace a credenza (+20 years old)

Appellate Desk $745.00 1 $745.00 New Desk (HON10799) - Replace a desk (over 20 years old)

Appellate Desk $985.00 1 $985.00 New Desk (HON10701R + HON 10711R)-Replace a desk (property #21707,
over 20 Yr. Old)

Appellate Mobile PC Station 1 New PC Station - Replace the current one (over 20 years old)

Appellate Guest Chair $277.00 2 $554.00 HON 2194 - Replace the current one (over 20 years old)

Appellate Printer $783.28 1 $783.28 CE989A (HP Laserlet) - Replace HP 4050TN (Prop #: 12248

Appellate Scanners $168.32 6 $1,009.92 Desktop printer & Scanner (Model#: CZ183A-Laserlet M127FW MFP)

Check Division Printer $250.00 2 $500.00 2 Printers for Chief and Deputy Chief

Check Division Software Maint $14,424.00 1 $14,424.00 Odyssey Check Manager (12 month Maintenance from 10/1/15)

Child Abuse Phone Headset 4 $0.00 with necessary equipment to make them work

Child Abuse Laptops 2 $0.00

Child Abuse CD/DVD duplicator 3 $0.00 2 for Child Abuse, 1 Animal Cruelty

Child Abuse Computer Screens 11 $0.00

Child Abuse Headphones 2 $0.00

Child Abuse Partition $600.00 6 $3,600.00 5 Spaces that need to be converted into office spaces

Child Abuse Color Printer 1 $0.00 Animal Cruelty

Child Abuse PowerPoint Clicker 1 $0.00 Animal Cruelty

Child Abuse Paper Shredder 1 $0.00 Large Heavy Duty Paper Shredder

Child Abuse FAX Property Number: 002043 +10 years old

Child Abuse File Cabinet Older than 14

Child Abuse Conference Table $172.00 1 $172.00 72" X 30" Used to conduct full division meetings, pitch sessions

Civil Color Printer 1 HP Color Laserlet 4700

Civil Copier 1 Konica Minolta Copier (Bizhub 363)

District Attorney Desk $745.00 1 $745.00 Administrative Double Pedestal 3/2 72W X 36" D Desk (HON 10799)

District Attorney Chair $628.00 1 $628.00 Judicial Bench Chair EX High Back Mid-Range Knee-1 (HON 6541)

District Attorney Shelves $362.00 2 $724.00 36" W X 131/8d X 71"h - 5 shelves (HON 10755)

District Attorney Filing Cabinets $365.00 2 $730.00 5 Drawer (HON 315 CP)

District Attorney Guest Chair $277.00 2 $554.00 Soft ( Series 2190)4-Leg Frame (HON 2194)

District Attorney Microwave 1 $0.00

District Attorney Refrigerator $0.00 for Kitchen near Technology Division

District Attorney Printer $250.00 1 $250.00 to print the voluminous and sensitive documents

Family Violence LaserJet P3015 DN 6 $0.00 with the second optional tray

Family Violence Scanner 17 $0.00 Fujitsu F7160 ScanSnap X500 25PPM 600 DPI

Family Violence Printer Tray 1 $0.00 Optional Tray for Legal Paper for Laserlet P3015

Family Violence Electric Staplers 3 $0.00 for Protective Order Secretaries




Title of PIR

Unit Cost

Capital, Equipment, Renovation, Miscellaneous

# of Unit

Dallas County DA's Office

Estimated Cost

Department

Priority

Brief Summary
to accommodate more offices and provide a safe and comfortable waiting

Family Violence Office Renovation $50,000.00 1 $50,000.00 o
area for victims
Felony Trial Scanner $500.00 11 $5,500.00 Fujitsu ScanSnap 1X500 25PPM 600DPI
Felony Trial CD/DVD duplicator $450.00 17 $7,650.00 Kanguru 1 to 3 X24 DVD Duplicator Mfg#: U2-DVDDUPE-S2
Felony Trial Laptop 1 Replace existing old laptop(Dell E6400)
Felony Trial Printer $700.00 4 $2,800.00 replace printer (Prop #: 14468, 10407203, 101298, 15786)
Intake/Grand Jury |Laptops $2,000.00 8 $16,000.00 8 New laptops for each Intake/Grand Jury prosecutors
Intake/Grand Jury |Printer $723.28 1 $723.28 LaserJet M601N ($603.28) with Input Tray CE530A ($120.00)
Intake/Grand Jury |Printer 1 1 New High Volume Printer
Intake/Grand Jury |Printer 2 2 Low-Medium Volume Printers
Intake/Grand Jury |Audio System 1 Replace Audio Systems and one(1) Desk for Grand Jury Room)
Investigators Scanner $450.00 2 $900.00 Fujitsu ScanSnap 1X500 25PPM 600DPI
Investigators Vehicles $24,500.00 5 $122,500.00 Replace pool vehicles (older than 13 years or high mileage)
Investigators Digital Camera $544.95 2 $1,089.90 Replace old camera to take photos of evidence
Juvenile Office Space 2 additional office space to house 2 attorneys in the Henry Wade bld.
Juvenile Laptops $1,608.35 22 $35,383.70 Replace the desktop computers of the prosecuting attorneys
Juvenile Office Space 6 Secured afje.quate office space to house 6 attorneys in the George Allen
Courts Building
Juvenile Conference Rooms 2 2 Conference rooms in George Allen Building
Juvenile Fax $399.00 1 $399.00 Brother MFC8220 - Replace fax machine (Prop #22053)
Juvenile Printer $665.07 1 $665.07 Part #CE528A (Laser)etP3015DN with CE530A) - replace Prop # 5848
Juvenile Fax $1,117.00 1 $1,117.00 Muratec - F525 - Replace Property # 2040
Juvenile Printer $621.87 1 $621.87 Part #CF386A - Replace Property #:30165
Juvenile Desk $683.00 1 $683.00 HON 10773 - Replace property #2306
Juvenile Desk $683.00 1 $683.00 HON 10773 - Replace property #59410
Mental Health Phones $865.00 1 $865.00 1 office phone, 1 Cell phone and Car charger ($25)
Mental Health Desk $663.00 1 $663.00 New Desk
Mental Health Chair $315.00 1 $315.00 Desk Chair
Mental Health Guest Chair $208.00 2 $416.00 2 new Guest Chairs
Mental Health Filing Cabinets $668.00 1 $668.00 4 Drawer filing cabinet
Mental Health Bookcase $351.00 1 $351.00
Mental Health Shredder $331.00 1 $331.00
Mental Health Computer $1,025.00 1 $1,025.00 One (1) Standard Desktop set (monitor, Keyboard and mouse)
Mental Health Printer $250.00 1 $250.00
Misdemeanor Conference Table $5,513.00 1 $5,513.00 One Conference room table with sixteen (16) matching chairs
Organized Crime Scanner $463.89 8 $3,711.12 8 Fujitsu ScanSnap IX500 desktop scanner
Organized Crime External Hard Drive $64.99 8 $519.92 Seagate 1 TB external USB 3.0/2.0 portable hard disk
Organized Crime Docking Station $59.00 4 $236.00 Dell Latitude Docking Stations for existing laptops




Title of PIR

Dallas County DA's Office
Capital, Equipment, Renovation, Miscellaneous

Unit Cost # of Unit

Department

Estimated Cost Priority

Brief Summary
Dell Optiplex 3020 with Dual monitors with DVD - Replace Prop # 19880

Organized Crime  |Computer $519.09 1 $519.09 (Dell Optiplex 745)

Organized Crime Computer $519.09 1 $519.09 Dell Optiplex 3020 with Dual monitors with DVD - Replace Prop # 36189
(Dell Optiplex 745)

Organized Crime Computer $519.09 1 $519.09 DeII'OptlpIex 3020 with Dual monitors with DVD - Replace Prop # 3858 (Dell
Optiplex 745)

Organized Crime Printer $190.27 1 $190.27 LaserJet P2035 - Replace Prop#: 89139 (HP LaserJet 4050)

Public Integrity Laptops $2,000.00 3 $6,000.00 3 Laptops with docking station and Case for Brady Unit

Public Integrity CD/DVD duplicator 3 $340.00 1 Produplicator, 2 Burner M-Disc

Public Integrity Conference Table $224.00 1 $224.00 Conference Table HON HTLA 3672

Public Integrity Chairs $255.00 8 $2,040.00 8 Chairs for Conference room

Public Integrity File Cabinet $521.25 4 $2,085.00 4 drawer File cabinets (HON 754L) for Brady Unit

Public Integrity Chair $245.00 3 $735.00 3 Desk Chairs (HON 291) for new positions

Public Integrity Guest Chair $255.00 2 $510.00 2 Guest Chairs (HON2093) for New positions

Public Integrity Printer $750.00 4 $3,000.00 Laserlet Printers P3015DN

Public Integrity Digital Voice Recode $100.00 1 $100.00 1 Olympus Digital Voice Record WS-822

Public Integrity Laptop $2,000.00 2 $4,000.00 2 Laptops with docking station and case for investigators

Specialized Crime |Bookcase $304.00 1 $304.00 One Bookcase

Specialized Crime  |Chair $245.00 1 $245.00 Desk Chair broken into 2 pieces

Specialized Crime  |Fax $300.00 1 $300.00 Fax machine runs slowly, drops faxes, will not send fax through

Specialized Crime  |Software Comprehensive Financial Investigative Solution software

Specialized Crime  |External Hard Drive 16 1 Terabyte external Hard drive

Specialized Crime  |Laptops 16 16 New laptops with Docking Station

Specialized Crime  |Scanner 16 16 desktop scanners

State Jain Unit Desk $683.00 1 $683.00 Replace a broken desk

State Jain Unit Scanner $463.53 5 $2,317.65 Fujitsu ScanSnap 1X500 (replace ImageFormula DR-M140)

State Jain Unit Monitors $148.19 9 $1,333.71 Replace/upgrade existing monitors in the state jail unit

Technology Software Maint $9,555.00 1 $9,555.00 Digital Forensics Lab Software Maintenance cost

Technology Backup Software $1,168.00 1 $1,168.00 Backup Exec Software 2014 OLP 3-years (essential Support)

Technology Software Maint $104.16 1 $104.16 Telecomm Software Maintenance (8.68/Mon X12) - Court Notify

Technology Dell Laptops $1,500.00 5 $7,500.00 Dell Laptops for Loners and Check out

Technology Printer $380.00 1 $380.00 HP LaserJet M601N B/W multi-function printer as Loaner

Technology Color Printer $332.00 1 $332.00 HP Color LaserJet M451NW as loaner

Total

$334,675.12










































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































Dallas County
Office of Budget and Evaluation

June 10, 2015
To: Commissioners Court

Through: Ryan Brown, Budget Officer

From: Alejandro Moreno, Budget and Policy Analyst
Subject: District Clerk FY2016 Budget Recommendations
BACKGROUND

During the FY2016 Budget Process, Dallas County departments submitted requests to the
Office of Budget and Evaluation for consideration in the FY2016 Budget. As such, the
District Clerk submitted the following requests:

1. Formax Device
a. The District Clerks office is requesting one High VVolume letter folder and
envelope inserter. The device has developed a defect and needs to be
replaced.
2. Passport photo printer
a. The District Clerks office is requesting 3 passport photo printers due to the
fact that they are worn and slow and more than a decade old.
3. Passport photo camera
a. The District Clerks office is requesting 3 cameras to replace the worn and
dated cameras.
4. Scanners
a. The District Clerks office is requesting two scanners to replace old and
worn out scanners.
5. Desk
a. The District Clerks office is requesting one desk to replace an aged flimsy
desk unsuitable for daily work.
6. Chairs
a. The District Clerks office is requesting 11 chairs. Two for District Clerk
Administration staff, one for a collections supervisor, 1 for a manager of
Strerret operations, one for a manager of juvenile operations, 4 for
criminal magistrate court staff, and 2 for the Protective Order Court.
7. New position
a. The District Clerks office is requesting one new Human Resources
Generalist at a proposed Grade of E.
8. New position
a. The District Clerks office is requesting to convert 5 part-time positions
into 5 full-time positions at a proposed Grade of 6. The positions are Clerk
II’s and are assigned to the Family/IV-D and Passport Division.

411 Elm Street - 3rd Floor, Dallas Texas 75202-3340
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9. New Position
a. The District Clerks office is requesting one new Court Clerk at a proposed
Grade of 7 for the Criminal Magistrate Court. The clerk’s expectation is
that the restoration of the Court Clerk will improve response time for clerk
services provided to the magistrate court.
10. Reclassification
a. The District Clerks office is requesting a reclassification for one Clerical
Assistant | position (3) to a proposed Grade of 5 with a title change to
Clerk I due to increased responsibility and complexity of position.
11. Glass Partition Service Desk
a. The District Clerks office is requesting funds to erect a glass partition at
the cashier stations located in the Juvenile operations at Henry Wade
Juvenile Justice section.
12. Digital Fax/Telephony Card
a. The District Clerks office is requesting a fax telephony board for desktop
installation rather than replacing the criminal division’s unreliable fax
machine.
13. Microfilm Scanner
a. The District Clerks office is requesting one microfilm scanner.
14. Computer Station
a. The District Clerks office is requesting one computer station in order to
improve customer service experience and to reduce customer wait time
and shorten the lines.
15. Request to raise Passport Picture Fees
a. The District Clerks office is requesting to increase the passport picture fee
from $10 to $15.
16. Work Horse Scanner
a. The District Clerks office is requesting one Panasonic KV S4085CW-V to
replace 2 old Kodak scanners.

FINANCIAL IMPACT
1. The estimated one time cost of one Formax High Volume letter folder and
envelope inserter is $7,000.
2. The estimated one time cost of 3 Passport Photo Printers is $2,775 at $975 per
printer.
3. The estimated one time cost of 3 Passport Photo Cameras is $2,295 at $765 per
camera.
The estimated one time cost of two scanners is $9,400 at $4,700 per scanner.
The estimated one time cost of one desk is $549.
The estimated one time cost of 11 chairs is $1,742 at $208 per chair for the
Administration staff, $339 for the one chair for the collections supervisor is $339,
$239 for the one chair for the manager of Sterret operations, $239 for the one
chair for the manager of Juvenile operations, $110 per chair for the Magistrates
Court staff, and $121 per chair for the Protective Order Court.

o ok



7. The estimated annual recurring cost for the addition of the Human Resources
Generalist is $68,206. The estimated one-time cost for the position is $2,000.

8. The estimated annual recurring cost for the addition of the 5 Clerk II’s (6) is
$105,060 with the deletion of the 5 part-time positions.

9. The estimated annual recurring cost for the addition of one Court Clerk (7) is
$47,360. The estimated one time cost is $1,275.

10. The estimated annual recurring cost for the reclassification for one Clerical
Assistant | position is $4,114.

11. The estimated one time cost of one glass partition service desk is $2,000.

12. The estimated one time cost of one fax telephony board is $1,536.

13. The estimated one time cost of one microfilm scanner is $11,574.

14. The estimated one time cost of one computer station is $1,025.

15. The estimated revenue should rise to at or near $292,278 representing close to
$100,000 in additional revenue.

16. The estimated one time cost of one Work Horse Scanner is $10,001.

RECOMMENDATION

The Office of Budget and Evaluation recommends:

Replacing one Formax High VVolume letter folder

Replacing 3 Passport Photo Printers

Replacing 3 Passport Photo Cameras

The request for two scanners has been withdrawn by the department.

Replacing one desk

Replacing 11 chairs

Adding one Human Resources Generalist position at a Grade E

Converting 5 part-time Clerk positions into 5 full-time Clerk 11 positions at a

Grade 6.

9. Adding one Court Clerk position at a Grade 7.

10. Reclassifying one Clerical Assistant | (3) to a Grade 5 with a title change to Clerk
l.

11. Purchasing one glass partition service desk

12. Purchase one Digital Fax/Telephony Card

13. Purchasing one Microfilm Scanner

14. Purchase one computer station

15. Approving a rise in passport picture fees

16. The request for the Work Horse Scanner has been sent to the I.T. department for
review.

NGO~ wWNE

These recommendations from the Budget Office (does not include anything that was sent
to another department for review) come with a one-time cost of $33,771 and an annual
recurring cost of $224,740.



FELICIAPITRE

DALLAS COUNTY DISTRICT CLERK
NINA MOUNTIQUE
CHIEF DEPUTY

April 22, 2015

Dallas County Commissioners Court
500 EIm Street
Dallas, Texas 75202

Dear Honorable Commissioners:

Attached please find my Fiscal Year 2016 proposed budget representing the first budget prepared in my
new capacity as the elected district clerk.

This budget includes the elimination of three (3) redundant permanent part time positions constituting a
total savings of $72,582 based on 1,373 hours or 2/3rds time. In addition, | have terminated agreements
with the office’s microfilm conservation provider and rent on the satellite records storage facility for a
savings of $6,500 from FY 2015.

The proposed budget includes the restoration of a dedicated H.R. Generalist position used by every other
similarly sized department in Dallas County. The Grade E position will provide a valuable resource
needed to monitor employee performance, training, resource allocation and statutory compliance. It also
includes a request for the addition of a Clerk Il position to serve the c¢riminal Magistrate court. This
position was eliminated in FY 2009 but the Chief Magistrate and the Jail Pop chairman have requested its
restoration.

Interdepartmental equity is important to building staff morale. | have requested the reclassification of five
part time positions as full time positions. These positions were originally created to off-set backlog due to
seasonal variation in work volume. They have since become full time positions with the growth of the
county and corresponding increase in demand for court services. These employees are providing the same
service as their co-workers yet are not being equitably compensated.

Staff has reviewed professional services provided to the office and calculated accurate expenditure
forecasts for the sake of organizational transparency. Although demand for replacement equipment and
furniture was extensive, the list has been narrowed down to ten of the most important issues for
resolution.

Should you have questions or comments regarding my FY 2016 budget proposal, please do not hesitate to
call me at 214-653-7196.

Sincerely,

Hon. Felicia Pitre

600 COMMERCE ST., STE 102, DALLAS, TEXAS 75202, MAIN OFFICE (214) - 653 - 7301
Felicia.Pitre@dallascounty.org

www.dallascounty.org/distclerk/index.html
Page 1 of 53



REQUEST FOR EXTRA HELP BUDGET

Department

Description of Function

Position Title, Grade Annual
and Number Hours

*Office Support, Grade 6 1373
Position #7961
Civil/Family/IV-D
*Office Support, Grade 6 1373
Position #8957
Civil/Family/IV-D
*Office Support, Grade 6 1040

Position: #9883
Civil/Family/IV-D

Total

Staff Review and Comment

Form B

Hourly
Rate

$14.81

$14.81

$14.81

Total

$20,334

$20,334

$15,402

$23,900

DISTRICT CLERK — FAMILY COURT SECTION

Retirement
Benefits

TCDRS

TCDRS

TCDRS

Budget No. 4020

Family Court Clerks are responsible for receiving, file marking, digitizing and making entries in the case
management system to ensure statutorily compliant judicial process.

Comments and
Justification

The Family District and Title IV-D courts high
volume courts with substantial seasonal variation
in filing numbers. Backlogs are a normal part of
operations and the assistance provided by part-
time employees is essential to maintaining a
consistent level of service delivery pursuant to
statute and the Rules of Court. This assistance
prevents the accrual of compensatory time and
the use of overtime by the office.

Strategic Plan compliance:

The District Clerk's office assumes the role of a
traditional Service Provider whereby the office
ensures the maintenance and delivery of services
to its stakeholders. The use of Extra Help fulfills
Dallas County's commitment in its Strategic Plan
to aggressively meet its responsibilities within the
role of a county government; and delivering the
highest quality services with the least
inconvenience to customers.

This budget request is secondary to the strategies
outlined by the Plan to achieve the same by:
Maintenance of a strong, seamless infrastructure;
streamlining the efficiency and operation of the
clerk's office business processes and ensuring the
provision of mission-critical programs and
services to its stakeholders.

FY2016

FY2016 Operating Budget / Capital Improvement Plan Preparation Manual
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REQUEST FOR EXTRA HELP BUDGET

Department DISTRICT CLERK - PASSPORT SERVICES

Description of Function

Position Title, Grade
and Number

*Office Support, Grade 6
Position #9287
Passport — downtown/float

*Office Support, Grade 6
Position #9738
Passport — downtown/float

*Office Support, Grade 6
Position #8068
Passport — downtown/float

Total

Staff Review and Comment

Form B

FY2016 Operating Budget / Capital Improvement Plan Preparation Manual

Budget No. 4020

Passport deputies handle the acceptance of passport applications and financial processing consistent with State
Department rules and regulations. The same deputies issue marriage licenses.

Annual  Hourly

Total
Hours Rate
2080 $14.81  $30,805
2080 $14.81  $30,805
1040 $14.81  $15,402
$35,849

Retirement
Benefits

TCDRS

TCDRS

TCDRS

Comments and
Justification

The Dallas County District Clerk provides
passport acceptance services as authorized by the
Texas Constitution and the Federal Code. This is
an optional service for county government in
Texas but has come to be a popular and necessary
service to county taxpayers. The passport office
has consistently received high-marks in local
media for its service. The volume of passport
processing varies greatly by season. A total of six
months are enormously high and many times
requires employee overtime. In order to reduce
the need for overtime extra help is requested that
will ensure the customer volume can be
effectively managed and deployed to any of the
three offices as needed. In addition, deputies are
dual deputized with the county clerk to issue
marriage licenses.

Strategic Plan compliance:

The District Clerk's office assumes the role of a
traditional Service Provider whereby the office
ensures the maintenance and delivery of services
to its stakeholders. The use of Extra Help fulfills
Dallas County's commitment in its Strategic Plan
to aggressively meet its responsibilities within the
role of a county government; and delivering the
highest quality services with the least
inconvenience to customers.

This budget request is secondary to the strategies
outlined by the Plan to achieve the same by:
maintenance of a strong, seamless infrastructure;
streamlining the efficiency and operation of the
clerk's office business processes and ensuring the
provision of mission-critical programs and
services to its stakeholders.

FY2016
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REQUEST FOR PROFESSIONAL SERVICES

Department DISTRICT CLERK - CRIMINAL SECTION

Budget No. 4020

Pay To

Description of Services

FY2015
Budget

FY2016

Amount
Requested

Global Connect

5218 Atlantic Avenue

Suite 300

Mays Landing, NJ 08330-2003

Global Connect provides an automated call service
utilized by the Felony collections section to follow up
with offenders who are either delinquent in their
payment plans or who have failed to set up a payment
plan following the adjudication of their cases with a
collections officer. The collections office provides GC
with a listing of delinquent accounts and provides an
appropriate script for use.

Strategic Plan compliance:

Vision 1 indicators include the provision of e-business
capacity and use of innovation and modified procedures
to increase collections of fines and costs. The use of the
automated call service results in increased collections
without hiring a call center at significant cost to the
county. Additionally it fulfills Vision 3 by effectively
using criminal justice resources for maximum benefit.

$1,560

$1,500

Process Improvement Consulting Request

FORM C

FY 2016

-10 -

FY2016 Operating Budget / Capital Improvement Plan Preparation Manual
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REQUEST FOR PROFESSIONAL SERVICES

Department: DISTRICT CLERK -TRUST SECTION

Budget No. 4020

Pay To

Description of Services

FY2015
Budget

FY2016

Amount
Requested

Automated Business Systems
1201 Walnut Ave # 7
Carrollton, TX 75006

Funding is requested for a maintenance agreement with
Automated Business Systems to service the Trust
division’s FORMAX letter folder and envelope inserter.
The agreement provides for two (2) service inspections
per year along with unlimited service calls including
labor.

ABS no longer maintains the criminal division’s device
having recommended replacement due to the defective
motor not otherwise covered under the agreement. See
equipment replacement detail.

Strategic Plan compliance:

This request for a maintenance agreement conforms to
Strategy 1.3 of the Plan by providing sound, financially
responsible and accountable governance. It conforms
also to Vision 1 indicators including the provision of e-
business capacity and use of innovation and modified
procedures to increase collections of fines and costs.
The use of skip-tracing results in increased collections
without hiring a call center at significant cost to the
county.

$2,375

$1,400

Process Improvement Consulting Request

FORM C

FY 2016

-11 -

FY2016 Operating Budget / Capital Improvement Plan Preparation Manu%
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REQUEST FOR PROFESSIONAL SERVICES

Department: DISTRICT CLERK - CRIMINAL & TRUST SECTIONS

Budget No. 4020

Pay To

Description of Services

FY2015
Budget

FY2016

Amount
Requested

LexisNexis Accurint

LexisNexis Accurint provides and internet based skip-
tracing service which enables collections to obtain
current data on a payee’s name, social security number,
address, phone number and cell phone numbers for
follow up collection efforts. LexisNexis Accurint
updates their database to ensure the most recent data is
available to subscribers.

Cost is per inquiry as follows:

$.50 per name, SS#
$.10 per phone number

The cost increase represents a historical payment actual
reflecting an increase in collection related activity by
the department.

Strategic Plan compliance:

This request for a maintenance agreement conforms to
Strategy 1.3 of the Plan by providing sound, financially
responsible and accountable governance. The amount
represents a small investment relative to the cost of the
equipment and allows the office to effectively maintain
its mission critical collections operation.

$15,000

$20,000

Process Improvement Consulting Request

FORM C

FY 2016

-12 -

FY2016 Operating Budget / Capital Improvement Plan Preparation Manual
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REQUEST FOR PROFESSIONAL SERVICES

Department: DISTRICT CLERK - JUVENILE COURT SECTION

Budget No. 4020

Pay To

Description of Services

FY2015
Budget

FY2016

Amount
Requested

1-Plow Justice Collections & Compliance
3463 Magic Drive, Ste. T7
San Antonio, Texas 78229

I-Plow provides a comprehensive case collections
manager system to maintain payment schedules, due
dates and notifications. Included in the packet is
automatic voice notification and skip tracing.

The funds reflect the district clerk’s Juvenile section
share of the I-Plow contract held by the County Clerk.
The district clerk does not have an independent contract.

Strategic Plan compliance:

This request for a collections improvement system
conforms to Strategy 1.3 of the Plan by providing
sound, financially responsible and accountable
governance. The amount represents a small investment
relative to the cost of the equipment and allows the
office to effectively maintain its mission critical
collections operation.

$6,000

$6,000

Process Improvement Consulting Request

FORM C

FY 2016

FY2016 Operating Budget / Capital Improvement Plan Preparation Manu%

-13 -

|
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REQUEST FOR PROFESSIONAL SERVICES

Department: DISTRICT CLERK - PASSPORT SECTION

Budget No. 4020

Pay To

Description of Services

FY2015
Budget

FY2016

Amount
Requested

Konica Minolta Business Solutions
P.O. Box 122366
Dallas, Texas 75312

Konica Minolta provides maintenance and support for
the three passport office cameras and printers.
Interruption in service results in the loss of the $10 per
photo fee charged passport customers on site. This item
was not previously included on the annual budget.

Strategic Plan compliance:

This request for a collections improvement system
conforms to Strategy 1.3 of the Plan by providing
sound, financially responsible and accountable
governance. The amount represents a small investment
relative to the cost of the equipment and allows the
office to effectively maintain its mission critical
collections operation.

N/A

$1,650

Process Improvement Consulting Request

FORM C

FY 2016

-13 -

FY2016 Operating Budget / Capital Improvement Plan Preparation Manu%

|
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REPLACEMENT EQUIPMENT REQUEST

Department: DISTRICT CLERK

Budget No.: 4020

Priority Item to be Age Property Estimated Cost Comments/Justification
Replaced (years) Number of Replacement
1 High volume letter 10+ No DC ID Code $5,000 - $7,000 The Formax device used by criminal collections has
folder and envelope developed a defect such that the motor begins to
inserter "smoke". The device is under a maintenance
agreement but the faulty motor is not. The
maintenance vendor has recommened replacement.
The device is used to prepare and mail the monthly
criminal collections statements and payment
reminders.
2 Three (3) Passport Photo 10+ 00108654 $2,775 Printers are worn and more than a decade old. The
Printers N & E Dallas S/IN 706156 ($975 each) slow speed exacerbates long wait lines. The disabling
Govt. Ctr. & GACB of one of the printers results in loss of the $10 fee for
passport photos.
3 Three (3) Passport Photo 7 S/N 10006258 $2,295 Cameras are worn and dated. These cameras receive a
Camera N & E Dallas No DC ID ($765 ea) high volume use and the disabling of a camera results
Govt. Ctr. & GACB S/N 10006340 in a suspension of the photo service for the duration
of the maintenance and corresponding loss of
revenue.
4 Two (2) criminal process 12 00013739 $9,400 These two scanners are worn and dated. They
section scanners 00014220 (4,700 ea) provide services to the subpoena document
(HP Scanjet 8270) production and indictments. A reliable scanner with
higher duty rating is required to effectively manage
the digital environment.
5 One (1) chief clerk desk 20+ No DC ID on desk $888.00 Current desk is flimsy made of particulate board and
set for Civil/Family (see addendum) veneer unsuitable for daily work. Supervisor requires
collections supervisor a more functional and smaller desk for a small work-
(see addendum) area.
6 Two (2) executive high 3 No DC ID on chairs $476.97 Of the five members of district clerk administration,
back swivel chairs for ($207.38 ea) two are currently using chairs ‘poached’ from the
administrative staff H2091 conference room. Those two chairs need to be
replaced and the originals returned to the conference
room to constitute a full eight set.
7 One (1) executive high 10+ No DC ID on chair $238.49 The manager of Sterret operations originally used a
back swivel chair for the ($207.38 ea & 15%) |new extra wide swivel chair but recently relinquished
manager of Sterret H2091 that to a staff member in order to meet a statutory
operations accommodation under ADA. The manager is
currently using a chair discarded by the Magistrate.
8 One (1) executive high 10+ No DC ID on chair 238.49 The new manager of Juvenile operations is using a
back swivel chair for the ($207.38 ea & 15%) |chair previously used by her two predecessors. The
manager of Juvenile H2091 chair is torn and worn and in need of replacement.
operations
9 Four (4) Secretarial Task Unk No DC ID on chairs $508.76 Current chairs are not suited for an office
chairs for criminal ($110.60 ea & 15%) |environment requiring sitting continuously for 10
magistrate court staff HVL220 hour shifts. The chairs have no side arms and are not
height adjustable and little in the way of padding
10 Two (2)Basyx Leather Unk No DC ID on chairs $278.00 Current chairs are are not Dallas County issue and
Steel Guest Chairs for ($120.87 ea & 15%) |appear to have poached from another source. They
Protective Order court HVL693 have been removed as a potential public hazard.
clerk waiting area
Form D

Page 9 of 53




FY 2016 BUDGET REQUEST
DISTRICT CLERK
ADDENDUM TO FORM D

FURNITURE DETAIL

Civil/Family Collections Section, Basement GACB
One (1) Chief Clerk set including:

Metal desk 30” D x 66” W -2R w/lock single Pedestal Desk w/return (HON 38291R)
Administration Mgr/Task Asynchronous w/Arm Seat Glide, (HON 7808)

Desk $549
Chair $339

TOTAL: $888

Page 10 of 53



PROGRAM IMPROVEMENT REQUEST
ADDITIONAL STAFF

Department DISTRICT CLERK — ADMINISTRATION Budget No 4020
Brief Title of PIR HUMAN RESOURCES GENERALIST
Approx. Net Cost $70,408 1

Department Priority

Brief Summary of Request

At FY2011 budget cycle, the District Clerk deleted several positions to meet the commissioners court’s requested goal for
15% reduction in operations expenses. The clerk at that time opted to liquidate his HR Generalist and Special Assistant to
create a single position whose principal job duty would be Quality Assurance. The newly elected District Clerk has
determined, consistent with the experience of her colleagues, that a Human Resources Generalist position is required to
effectively meet the needs of the department and protect Dallas County from liability.

Discussion of Need

Prior to a countywide reorganization of the Human Resources department in 2010, the district clerk’s office retained a full
HR Administrator position with a grade classification “I”. That position in the clerk’s office was later reclassified as a “G”.
Following a county clerk’s office reorganization request, commissioners approved a Human Resources Generalist position
for that office with grade “E” as recommended by Dallas County H.R.

The district clerk’s office concurred at the time of these re-classifications that the former grades were inappropriately high
and did not reflect the work that the incumbent was actually doing. The clerk at the time further concurred that a grade “E”
classification was likely appropriate. However, and pursuant to the advice of the H.R. Director, the clerk attempted to ‘out-
source’ most of the HR functions performed by the administrator to the management team. The results at best were mixed. In
the fast-paced environment of the clerk’s office, and given the large number of employees, the absence of Administration
oversight resulted in a gross increase in the rate of error. It also permitted the devolution of uniform enforcement of the
policies and procedures of Dallas County and the clerk’s office. As a result, the Quality Assurance Administrator was forced
to spend the bulk of her time on HR duties instead of those duties connected with the QA position which included those
formerly provided by the deleted Special Assistant.

The district clerk has determined that the liquidation of the HR position together with the Special Assistant position has
resulted in a progressive breakdown in the personnel management of the office. Managers and supervisors rely on the advice,
review and reporting functions of the HR Generalist to ensure the application of policies is uniform and conforms to county
code. At the same time the Administrative functions of the clerk’s office require the imposition of a more robust system of
quality assurance and quality controls. This has been the recommendation of three section audits conducted by the County
Auditor over the past year. The lack of appropriate quality control is directly tied to the thefts occurring in the office in 2011
and again in 2014. The restoration of the HR position to serve the clerk’s office will enable the QA Administrator to focus
exclusively on improving monitoring and oversight of operations, critical software deployment and special projects.

Discussion of Related Performance Measure

The Human Resources generalist is expected to meet acceptable standards in the timely processing of paperwork associated
with recruitment and hiring and the provision of benefits as set by the District Clerk. The position will develop a
comprehensive training program for management and employees and will appropriately monitor its deployment. The
efficacy of that training program will be adjudged by survey research. Evaluation of the incumbent will include review with
Dallas County HR to assess his or her abilities and ability to solve problems.

Staff Review and Comment

Form E FY2016

FY2016 Operating Budget / Capital Improvement Plan Preparation Manugf9e 11 of 53




PROGRAM IMPROVEMENT REQUEST COST WORK SHEET

Brief Title of PIR

Staff Cost

Related Equipment

Number
1

1
1
1
N/A
N/A
N/A
500m/yr

N/A
N/A

HUMAN RESOURCES GENERALIST

Grade

Salary

FICA @ 7.65%
Retirement @ 11.5%
Insurance @ $8,500

Desk
Chair
Computer
Printer
Network Cabling
Software
Vehicle
Travel
Pager

Cell Phone
Other /

Other Costs (describe)

Special Training
Consultant Fees
Renovation/Space

Less Additional Revenue Source

E
$50,110
$3,833
$5,763
$8,500

Total $68,206

$360
$339
$1,025
$250
$0
$0
$0
$228
$0
$0
$0

Total $2,202

Total 0

Grand Total: $70,408

FY 2016 DISTRICT CLERK BUDGET
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DALLAS COUNTY
HUMAN RESOURCES/CIVIL SERVICE

New Position Description Request Form

General Instructions: Please complete this electronic form to the best of your ability and email when
completed to Dallas County Human Resources/Civil Service.

(For position reclassifications use the “Position Reclassification Summary Form”)

A. ldentification / General Information

Proposed Position Title: HUMAN RESOURCES GENERALIST
Proposed Position Grade: E

Department Name: DISTRICT CLERK

Position Number: N/A

Supervisor Name & Position Title FELICIA PITRE, DISTRICT CLERK (ELECTED OFFICIAL)
(“Reports To”):

Supervisor Phone: 214-653-7196

Supervisor Email: FELICIA.PITRE@DALLASCOUNTY.ORG

Court Order # and Date: N/A

B. Brief Description of the New Position
Use two or three brief and specific statements to summarize the general purpose of this position.

The purpose of this position is to

PROVIDE EXTENSIVE HUMAN RESOURCES & CIVIL SERVICE KNOWLEDGE TO THE DEPARTMENT INCLUDING POLICIES

AND PROCEDRUES, RECRUITMENT, EMPLOYEE RELATIONS, TRAINING, COMPENSATION & BENEFITS

This is accomplished by

ENSURING THE POSITION'S INCUMBENT IS EXPERIENCED IN HUMAN RELATIONS BEST PRACTICES AND IS WELL

VERSED IN DALLAS COUNTY CODE, BENEFITS STRUCTURE AND LEGAL ISSUES IN THE FIELD OF H.R.

Other duties include

DEVELOP TRAINING PROGRAMS AND DEVELOP CURRICULUM AS NEEDED IN CONSULTATION WITH D.C. H.R.

C. Essential Functions of the New Position

Description of Essential Function: Describe in detail the primary or most important functions of this position. In
addition to each function, list the tasks performed to accomplish each function. Use clear, concise sentences.

Percentage of Time: Estimate the percentage of total working time per year that is taken up with each duty. These
estimates should be made after all essential functions have been listed. The percentages in this column must equal
100%. Duties that require less than 5% of your time should not be listed.

Essential/Non-Essential (E or NE): Write ONE letter that best describes the demands of the function during

-1 -
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a typical 8-hour workday.

EXAMPLE ¥
Function: Maintains exterior of facilities

Time

E or NE

Tasks performed to accomplish this function:

By picking up and removing litter and debris from grounds, sweeping and edging

Sidewalks, mowing lawns, trimming shrubs and raking leaves.

30%

1. Function: COMPETENT APPLICATION OF POLICY

Time

E or NE

Tasks performed to accomplish this function:

ADMINISTERS & SUPERVISES APPLICATON OF H.R. POLICIES & PROCEDURES BY

REVIEWING ALL DISCIPLINARY ACTIONS SUBMITTED BY MANAGEMENT, RECOMMENDING

PERSONNEL AU TIONS, TNTERFACING WITH DALLAS COUNTY AR, & THE CIVIC DAL,
REVIEW QF EMPLOYEE TIME CARDS & PAYMENT WEEKLY TO ENSURE COMPLIANCE

WITH CODE, MANAGING AND REPORTING EMPLOYEE COMP TIME ACCRUALS, VERIFYING

EMPLOYEE SCHEDULES, CONTINUOUS REVIEW OF EMPLOYEE T&A TO ENSURE

IINHEANADAM ADDIIAATIAN MNAEC NCOADTAMPENTAL DDAACTIACC DDANIAE ALL DADCD\V\A/MDL

UNITTUNINVIIAT T OTCATIUIN U DErANNTIViEIN T AL T NACTICES, T NUDUCLE AL T AT EMNVVWOUNIN

AND DOCUMENTATION NEED FOR RECLASSIFICATION, RE-ORG AND BUDGET PREP.

30%

2. Function: COORDINATES STATUTORY COMPLIANCE & SAFE WORKING CONDITIONS

Time

E or NE

Tasks performed to accomplish this function:

COORDINATE ALL ASPECTS OF THE DISTRICT CLERK'S COMPLIANCE WITH FEDERAL &

STATE LAWS REGULATING HUMAN RESOURCES INCLUDING ADVISING EMPLOYEES OF

THEIRTRIGATS UNDER FVILA, ADA, EEU & FLSA, COURDINATING FMCA & WORKERS
COMPENSATION CLAIMS; INVESTIGATING CLAIMS OF HARRASSMENT BULLYING, OR

SEXUAL IMPROPRIETY; INVESTIGATING MIS-USE OF COUNTY; ENSURING WORK PLACE

SAFETY STANDARDS ARE MET; MAKING RECOMMENDATIONS ON EMPLOYEE LEAVE

EFOL 1L O\NMAMGC- HINMNECC MDD CVWTENNCM AL A MAINITAINGC ANNDN AADCEIILN AANCED\/CC

TULCCOUVVIINO TECOINC OO UN EATEINNDCD T IVIEAT IVIATIN TATINOO AIND " COANCTIUCCE T CUOUINOCNVES

IN-HOUSE EMPLOYEE PERSONNEL RECORDS

25%

3. Function: ASSISTS WITH EMPLOYEE HEALTH AND WELLNESS

Time

E or NE

Tasks performed to accomplish this function:

WILL ASSIST MANAGERS AND SUPERVISORS IN RESOLVING INTER-PERSONAL ISSUES

BETWEEN CO-WORKERS OR EMPLOYEES AND SUPERVISORS CONSTRUCTIVELY AND

APPROUORIATELY. WILL COLLECT INFORMATION ON EMPLOYEE CONDUCUT AND WORK
WITH DALLAS COUNTY HR. . TODEVELOP APLANTO REEFER EMPLOYEES WITH MENTAL

HEALTH NEEDS TO E.A.P. & DALLAS COUNTY EMPLOYEE HEALTH SERVICES. WILL

DEVELOP PLANS TO ADDRESS EMPLOYEE OBSEITY, WELLNESS-AWARENESS AND

I‘\I:\Il:l fain] l/I:\I INADHCATORCS FOPR CLIDED\/ICADC TA INCANTIFEN AL AALIAL MDD CL IDCTI\I\If‘

=
CVLLCUTr NI nToroATUNO  TUN oUTrcCNnNVvVioUNo TU TN TIT T ACCUTN IO U ouD TAITNGCL

ABUSE ISSUES FOR REFERRAL TO E.A.P.

20%

4. Function: TRAINING & COMPETENCY DEVELOPMENT

Time

E or NE

Tasks performed to accomplish this function:

WILL DEVELOP A COMPREHENSIVE TRAINING PROGRAM FOR EMPLOYEES IN AREAS

RELATED TO COUNTY EMPLOYMENT POLICIES, BENEFITS, TIME & ATTENDANCE, HEALTH

& WELLNESS AND ADDRESSING WORKFPLACUE ENVIRONMENTALTSSUES. WILL REVIEW
NEW EMPLOYEE EVALUATIONS TO ENSURE INCUMBENT IS MAKING GOOD PROGRESS

AND WILL ENSURE THAT MANAGEMENT'S NEW EMPLOYEE TRAINING PROCEDURES ARE

MEANINGFUL AND EFFECTIVE. WILL COORDINATE H.R. CLASSES IN OTHER RELEVANT

ARCAC LI AC AAMDIITED AAMDETERAN \AJILL MNCV/EL MDD ARNMN INADL FAACNT FAADL AN/

ANCAS OUCTT A CUNITUTEN CUNITETEINC T, VWICL DEVELUT AN TIVIT EEVIEINT ECIViT ct U T ELE

SURVEYS TO ASSESS CONDITIONS & MANAGE EMPLOYEE COMMUNICATIONS SUCH AS

THE MONTHLY NEWLETTER.

20%

5. Function: DIVERSITY EDUCATION

Time

E or NE

Tasks performed to accomplish this function:

WILL DEVELOP APPROPRIATE TRAINING FOR MANAGERS AND SUPERVISORS TO

ENCOURAGE DIVERSITY IN HIRING AND PROMOTIONS. WILL DOCUMENT DEPARTMENT'S

5%

NE

-2-
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PROGRESS TOWARD WORK FORCE DIVERSITY BY COMPILING AND REPORTING THE
ANNUAL DIVERSITY SURVEY.

D. Visual-Mental Demands

1. Visual-Mental Demands: Select that which best describes the overall visual-mental demands of this position, then
select the frequency of time in which you perform under this condition job. (For example: 0 to 1/3 means your job
works under these conditions between never and up to 1/3 of the time.)

Frequency of Time
0-1/3 1/3-2/3 2/3-Over

1. | Work requires a minimum of mental and visual concentration O O O

to detail most of the time.
2. | Work requires a moderate amount of mental and visual O O O

concentration in the performance of various operations.
3. | Work requires regular mental and visual concentration most of O ©) QR

the time.

E. Physical Demands, Equipment Requirements, Working Conditions

1. Strength Demands: Select that which best describes the overall physical demands of this position, then select the
frequency of time in which you perform under this condition. (For example: 0-1/3 means your job has these
demands between never and up to 1/3 of the time.)

Strength Demands Frequency of Time
0-1/3 1/3-2/3 2/3-Over
& | 1. | Work requires normal sitting and standing and generally the O O )
occasional lifting of 25 pounds or less.
O | 2. | Work requires moderate exertion and the occasional lifting of O O O
26-50 pounds.
O | 3. | Work requires heavy exertion and the regular lifting of 51-75 O O O
pounds.
O | 4. | Work requires regular strenuous effort and regular lifting of ©) ©) ©)

over 76 pounds.

2. Machines, Tools, Equipment and Work Aids: List machines, tools and equipment required for this position. (Do
not include computer equipment and software — use the next section for this.)

GENERAL OFFICE EQUIPMENT

3. Computer Equipment and Software: List specialized computer equipment and software required for this
position. (personal computers and standard software such as Word and Excel are assumed. Indicate if
no computers or software are used to perform this function)

ORACLE HR, KRONOS, MUST BE PROFICIENT WITH EXCEL SPREADSHEETS, ADOBE ACROBAT - INTERMEDIATE USER,

MS-VISIO - WILL BE EXPECTED TO EFFECTIVELY USE IN FIRST YEAR, SURVEY SOFTWARE

-3-
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4. Environmental, Health and Safety Conditions: Select any and all noted conditions, and then select the frequency of
time in which you are required to work under these conditions.

Environmental Condition Frequency of Time
0-1/3 1/3-2/3 2/3-Over | Seasonally
O | 1. | Extreme temperature changes O O O O
(heat, cold, extreme weather changes)
O | 2. | Respiratory hazards ©) ©) @) ©)
(fumes, gases, chemicals, dust and dirt)
O | 3. | Noise and vibration O O O O
(sufficient to cause hearing loss)
O | 4. | Physical hazards ©) ©) @) ©)
(high voltage, dangerous machinery
Health and Safety Conditions 0-1/3 1/3-2/3 2/3-Over | Seasonally
& | 1. | Driving Q ©) ©) ©)
O | 2. | Mechanical hazards @) ©) O ©)
O | 3. | Chemical hazards @) ©) O ©)
O | 4. | Electrical hazards O O O O
O | 5. | Fire hazards @) ©) O ©)
O | 6. | Communicable diseases O O O O
O | 7. | Physical danger or abuse (specify): O O O O
O | 8. | Other (specify): O O O O

5. Primary Work Location: Check the type of location where most of the position’s duties are performed.

& | 1. | Office Environment O | 4. | Clinic O | 6. | Residential Facility (not secure)
O | 2. | Shop or Warehouse O | 5. | Secured Facility O | 7. | Vehicle
O | 3. | Other (Specify)

6. Protective Equipment Required: List any protective equipment required for this position.

F. Position Minimum Requirements

1. Formal Education: Record the minimum education required for this position (do not necessarily use the
incumbent’s education level, but the MINIMUM required for this position).

Less than high school education

High school diploma or equivalent

One year college

Two-year Associate’s degree in:

Four-year Bachelor’s degree in: ANY - MUST BE FROM AN ACCREDITED INSTITUTION U.S. DEPT EDUC

O ® O O O O
o g & w N e

Graduate or professional work or advanced degree in:

2. Experience: Record the minimum experience required for this position (not necessarily the incumbent’s
-4 -
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experience).

No previous experience required

Six months to one year experience in/as:

Minimum of one year experience in/as:

Minimum of two years experience in/as:

Minimum of three years experience in/as:

Minimum of four years experience in/as: ADMINISTRATION/MANAGEMENT POSITION

Minimum of five years experience in/as:

Minimum of six years experience in/as:

© ®© N o g A~ W DN

Minimum of seven years experience in/as:

O O O O ® O O O O O

[
©

Minimum of eight years experience in/as:

3. Certification and Other Requirements: List licenses, certifications, statutory requirements, or registrations

required for the position (not necessarily the incumbent’s current licenses or certifications). Use the exact name
of the license, certification or requirement.

1. CURRENT SHRM OR HRCI CERTIFICATION IN LIEU OF EXPERIENCE

2. DEGREE IN PUBLIC ADMINISTRATION OR BUSINESS/PERSONNEL MGMT IN LIEU OF EXPERIENCE

3.

4,

5. Valid Drivers License Required? @Yes ONo If Yes, what type?TDL W/ INSURANCE VERIFICATION

G. Planning and Management Responsibilities

1. Problem Solving and Analytical Skills: What is the minimum level of problem solving ability and/or analytical

skill required for this position? Select one factor that most closely matches this position.

O | 1. | Work tasks are usually identical, with simple rules and detailed instructions.

O 2. | Work tasks are routine, but not identical.

O | 3. | Work tasks are usually different, with somewhat diversified procedures and precedents.

O | 4. | Work tasks are varied and diversified, requiring analytical, interpretive, evaluative and/or constructive
thinking.

& | 5. | Work tasks are of a non-recurring nature, where procedures are not clearly defined. Tasks require in-
depth analytical, evaluative, developmental and constructive thinking.

O | 6. | Work tasks are of the broadest sense, requiring strategic planning, analytical, and evaluative,
developmental and constructive thinking.

2. Planning: Does this position involve planning work activities or projects? ®@Yes ONo

If yes, describe the planning or project management activities associated with this position.

‘WILL PLAN EMPLOYEE TRAINING INITIATIVES AND EMPLOYEE CLASS PARTICIPATION. MAY ALSO DEVELOP

-5-
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SPECIALIZED CURRICULUM UNDER THE DIRECTION OF THE DISTRICT CLERK OR CHIEF DEPUTY. WILL USE

SURVEYS TO DEVELOP INITIATIVES TO IMPROVE WORKING CONDITIONS AND POSITIVE ENGAGEMENT IN

CUSTOMER SERVICE. WILL PLAN AND DEVELOP EMPLOYEE WELLNESS INITIATIVES IN CONSULTATION

A\ALTLL TN VA ]

NALL ACQC A D
WITH DALLAS CUUNTY 1.,

3. Budgetary Responsibility: Does this position involve working with the annual budget? ® Yes O No
If yes, please indicate the types of budgetary activities required.

O | 1. | Researches and prepares information for use in budget documents for a department. May recommend
budget allocations.

® | 2. | Researches and compiles data for budget monitoring, enters or oversees data entry. May monitor budget
expenditures (typically non-discretionary expenditures) for a work unit of less than department size or for
a small department.

O | 3. | Oversees budget preparation of department budget. Reviews and approves expenditures of significant
budgeted funds for the department or researches and prepares recommendations for countywide budget
expenditures.

O | 4. | Approves the final departmental budget and presents the budget document or information. Monitors the
progress of fiscal objectives and adjusts plans as necessary for completion.

4. Scope of Budgetary Responsibility: Provide the total amount, in dollars, of the operating budget and any
contracts or grants. This amount should include project management or organizational budget responsibility.

Total county amount $ | Total grant amount $

Additional comments:

5. Management and Supervisory Responsibility: Does this position involve directing the work of others?

OYes @No

If yes, please list the classification titles (not working titles) and number of employees supervised.

Classification Title(s) Number of Employees
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6. Management and Supervisory Responsibility: If you answered “Yes” to the management and supervisory

question previously, indicate the management and supervisory direction provided by the position (check one).

O

Responsibility requires the occasional direction of helpers, assistants, seasonal employees, interns,
volunteers or temporary employees.

@)

Responsibility requires functioning as a lead worker performing essentially the same work as those
directed, and includes overseeing work quality, training, instructing, and scheduling work.

Responsibility requires supervising and monitoring the performance for a regular group of employees or
a work unit including providing input on hiring and performance actions, work objectives, program
effectiveness and realignment of work as needed.

Responsibility requires managing and monitoring work performance by directing subordinate supervisors
or administrators including authorizing final decisions on hiring and disciplinary actions, evaluating
program and work objectives and effectiveness, and realigning work and staffing assignments as
necessary.

Responsibility requires managing and monitoring work performance of senior department managers
including evaluating program and work objectives and effectiveness, establishing broad organizational
goals and realigning work and staffing for the department.

7. Freedom to Act: This factor will assist in determining the position’s level of freedom to act. Limitations of
freedom to act or position independence may include supervisory control, the nature of the work, established
policies and procedures, and/or legal constraints. Indicate the extent to which you are free to act in the absence
of supervision or management or the direction provided by policies and procedures. (choose one)

1.

Follows direct, simple and detailed instructions, with procedures clearly defined, immediate supervision
always available, and work regularly reviewed.

2.

Follows routine procedures and guidelines in the application of prescribed duties. Works under close
supervision with frequent review of work.

Follows standard procedures and established guidelines with some latitude in deciding how to achieve
end result. Non-standard work is referred to the supervisor for guidance and work is reviewed
periodically by supervisor on an “as needed” basis.

Follows diversified procedures and implements processes to accomplish end results, within guidelines.
Immediate supervision is available upon request.

Plans details of methods to attain desired objectives working within established policy. Requires use of
initiative and resourcefulness in developing processes and procedures. Supervision is available for
special problems and work is reviewed on problem situations.

Works independently on broad assignments with specific given objectives. Responsible for planning and
performance with little or no guidance or assistance from supervisor during developmental process.
Work is reviewed upon completion of objectives.

Works independently on major assignments with responsibility for all planning of work of assigned
objectives. Makes major decisions limited only by broad policy rulings and proceeds along lines of own
initiative. Supervision is available for a wide range of problems involving general policy and work is
reviewed at the end of major projects.

Work is related to the broader administrative, executive and policy-making activities and major
programs/plans. Work is checked through consultation and agreement with others rather directives by
superiors.  Supervision is available for unique, broad and diverse problems with overall effect on
departmental goals and objectives.

®

9.

Work is generally unguided.

H. Human Relations

Interpersonal/Human Relations Skills: This factor measures the amount and level of personal interaction with those

-7-
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outside direct reporting relationships (internal and external customers). The interaction may include those in the
general public, volunteers, other county divisions and representatives of boards and commissions, governmental
organizations, and officials, vendors and suppliers. Select one factor that most closely matches this position, and

specify the frequency of time used in performing this job.

Frequency of Time

0-1/3 1/3-2/3  2/3-Over
Work requires answering simple inquiries or referring inquiries to ©) ©) ©)
others.
Work requires handling inquiries and reasonable complaints O ® O
involving an explanation of standard policies, procedures and non-
controversial matters.
Work requires handling critical inquiries and complaints not of a X ©) ©)
standard nature; requires tact and diplomacy in presentation to
obtain cooperation or approval.
Work requires contacts wherein poor handling may result in poor © ©) ©)
coordination of all efforts; deals with controversial or exception
policies or procedures that could result in litigation or damages if
improperly handled.

I. Career Path Definition

Please indicate other county positions that may be related to this position, as part of a career

family.
Other classifications in the county to which those that hold | 1.
my current classification might be promoted. 2

My Current Classification

Other classifications in the county that would prepare
applicants for my current classification.

1.

2.

J. Signature/Approval

To the best of my ability, | have completed this questionnaire, and believe it to be an accurate description of my

position or the proposed position.

Employee Signature Date
Immediate Supervisor Signature Date
Comments:

Department Head/Elected Official Signature Date

Comments:
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PROGRAM IMPROVEMENT REQUEST
ADDITIONAL STAFF

Department DISTRICT CLERK Budget No 4020
Brief Title of PIR 5 POSITION MIGRATION PTE TO FTE
Approx. Net Cost $42,500 2

Department Priority

Brief Summary of Request

The District Clerk seeks to convert five (5) permanent part time positions classified Grade 6 Office Support to (4) permanent full-time positions classified Grade
6 Clerk I1. The following position numbers are affected by this request: #7961 assigned to Family/I1V-D; #8957 assigned to Family/IV-D; #9287 assigned to
Passport operations; #9738 assigned to Passport operations; #8068 assigned to Passport operations. As a consequence of this change, only one (1) position will
remain as a permanent part-time position #9883 assigned to the Tax court to assist with seasonal backlog. Three other permanent part time positions, #9174,
#9813 and #8168, will be completely eliminated in the FY 2016 budget.

Discussion of Need
The five (5) positions identified represent incumbents who are currently working at or near a 40 hour work week. Management is keeping the incumbent in
#7961 to just under 40 hours per week in order to maintain its ‘part time” status although she has a normal, full time workload. The incumbent in position #8957
is also seeing her work hours increase. The IV-D courts imaging clerks have been transferred to the clerk’s juvenile department to facilitate the digital
conversion of recent documents secondary to Odyssey Juvenile implementation. Those clerks will also be employed in the digital Minutes project which is not
expected to fulfill until 2019. Consequently, and because the I\V-D courts are not digitized statewide, position #8957 has now been given new imaging duties in
addition to her IV-D processing workload.

The three other positions, #9287, #8068, and #9738, are all assigned to passport services. The incumbents in these positions are normally working a full 40 hour
week year-round. With the closure of passport acceptance offices by the U.S. Postal Service in Dallas county, the customer volume now requires that each of
the part time employees work a full time schedule. In fact, passport operations is the only area that routinely requires over-time to handle seasonal variation.

The District Clerk believes that the purpose of part-time or temporary employees is to assist the office in handling seasonal work load variations possibly
resulting in backlogs, and to facilitate projects of limited duration for which permanent employees are not needed. In the case of these five positions, the
incumbents are either working full time year around, or management is limiting their time to keep the positions part time. This does not meet the basic test of
inter-departmental equity and fairness. These employees are performing the same duties that their other full-time co-workers are performing and for the same
duration. They are not however entitled to the same benefit structure. This request seeks to rectify that inequity by recognizing the de facto full time work load.
Position #9883 is the only position that is actually “part time” with the incumbent working about twenty hours per week to handle backlog. The remaining three
(3) part-time positions are currently vacant and are no long needed.

Discussion of Related Performance Measure
The incumbents will continue to be supervised and evaluated in the manner currently employed and subject to the performance measures consistent with each of
the permanent full-time employees working a forty hour week schedule.

Staff Review and Comment

Form E FY2016

FY2016 Operating Budget / Capital Improvement Plan Preparation Manual Page 21 of 53
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PROGRAM IMPROVEMENT REQUEST COST WORK SHEET

Brief Title of PIR

Staff Cost

Related Equipment

Number

0

O OO OO0 oOoO o oo

5 POSTION MIGRATION PTE TO FTE

Grade
Salary
FICA @ 7.65%

Retirement @ 11.5%
Insurance @ $8,500

Desk
Chair
Computer
Printer
Network Cabling
Software
Vehicle
Travel
Pager

Cell Phone
Other /

Other Costs (describe)

Total New Costs

Special Training
Consultant Fees
Renovation/Space

(1 FTE)
6
$30,805
$2,357
$3,543
$8,500

Total

$0
$0
$0
$0
$0
$0
$0
$0
$0
$0
$0

Total

$0

$0

$0
Total

Grand Total:

(5FTE)

6

$154,025
$11,783
$17,713
$42,500

$45,204 Total

$0
$0
$0
$0
$0
$0
$0
$0
$0
$0
$0

$0 Total

$0

$0

$0
$0 Total

$45,204 Grand Total:

FY 2016 DISTRICT CLERK BUDGET

$226,021

$0

$0
$226,021

$42,500
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FY 2016 BUDGET REQUEST
DISTRICT CLERK
ADDENDUM TO FORM E

PTE TO FTE PIR REQUEST

Of the six (5) part time positions to be migrated to full time status, three (3) are currently
assigned to the Passport section and the remaining two (2) are assigned to the Family 1V-
D section. All five positions are currently classified as Grade 6 and the migration request
will only change the position title from Office Support (used for part time Clerk II) to
Clerk Il. The associated job duties will not change and are identical to the other full time
Clerk Il positions in the same sections.

Given the above, the district clerk is not submitting a ‘New Position Description Form’
with this PIR. Nevertheless, the clerk will produce them if requested.
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PROGRAM IMPROVEMENT REQUEST
ADDITIONAL STAFF

Department DISTRICT CLERK — MAGISTRATE COURT BudgetNo 4020
Brief Title of PIR COURT CLERK FOR CRIMINAL MAGISTRATE
Approx. Net Cost $50,220 3

Department Priority

Brief Summary of Request
During the FY2010 budget cycle, the District Clerk deleted several positions to meet the commissioners court’s requested

goal for 15% reduction in operations expenses. The clerk at that time opted to liquidate one of two Magistrate Court Clerks.
At the request of the chairman of the Jail Population Committee, the clerk has included the restoration of the position in her

FY 2016 budget.

Discussion of Need
Following the liquidation of the second magistrate court clerk, the remaining clerk has assumed all of the duties previously

performed by both. In the absence of that clerk for either sickness or time off, the clerk has deployed a court trainer or
another court clerk to perform the day’s duties. Many attorneys preferentially opt to have the magistrates hear their clients’
plea agreements. However this does require a defendant’s attorney to visit the court of jurisdiction sometimes twice in order
to submit and file-mark plea paperwork and obtain signatures from the court’s assigned ADA. In order to improve the
business process and speed up service delivery; as well as provide an added convenience for defendant attorneys, the Chief
Magistrate Judge requested the chairman of the Jail Population Committee to recommend that the addition of a new clerk
serving her court. The chief magistrate believes that restoring the second clerk will improve the efficiency of her court by
enabling her to adjudicate more pleas thus potentially reducing jail population.

Discussion of Related Performance Measure

The clerk’s expectation is that the restoration of the second clerk will improve response time for clerk services provided to
the magistrate court and increase the number defendant pleas adjudicated in a given time period. The supervisor of the
clerk’s felony court operations prepares a backlog and productivity report monthly. That report will be used to document the
impact that clerk has on the productivity of the magistrate court by comparing it to similar periods previously reported with a
differential attached based on the total volume of new cases filed. In addition, the new clerk and companion clerk will be
trained to handle state jail competencies for the purpose of improving the accuracy and timeliness of preparation; and assist
with jail pen packets.

Staff Review and Comment

Form E FY2016

FY2016 Operating Budget / Capital Improvement Plan Preparation Manugf9€ 24 of 53
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PROGRAM IMPROVEMENT REQUEST COST WORK SHEET

Brief Title of PIR

Staff Cost

Related Equipment

Number
0

el eolelelelNoelNoell S -]

COURT CLERK FOR CRIMINAL MAGISTRATE

Grade

Salary

FICA @ 7.65%
Retirement @ 11.5%
Insurance @ $8,500

Desk
Chair
Computer
Printer
Network Cabling
Software
Vehicle
Travel
Pager

Cell Phone
Other /

Other Costs (describe)

Special Training
Consultant Fees
Renovation/Space

Less Additional Revenue Source

7
$32,614
$2,495
$3,751
$8,500

Total $47,360

$0
$0
$1,025
$250
$0
$0
$0
$0
$0
$0
$0

Total $1,275

$0
$0
$0
Total $0

$0

|Grand Total:  $48,635 |

FY 2016 DISTRICT CLERK BUDGET
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DALLAS COUNTY
HUMAN RESOURCES/CIVIL SERVICE

New Position Description Request Form

General Instructions: Please complete this electronic form to the best of your ability and email when
completed to Dallas County Human Resources/Civil Service.

(For position reclassifications use the “Position Reclassification Summary Form”)

A. ldentification / General Information

Proposed Position Title: CLERK IlI
Proposed Position Grade: 7

Department Name: DISTRICT CLERK - 4020

Position Number: N/A

Supervisor Name & Position Title CYNTHIA BAILEY - SUPERVISOR
(“Reports To”):

Supervisor Phone: 214-653-5975

Supervisor Email: CYNTHIA.BAILEY@DALLASCOUNTY.ORG
Court Order # and Date: N/A

B. Brief Description of the New Position
Use two or three brief and specific statements to summarize the general purpose of this position.

The purpose of this position is to

PROVIDE DIRECT COURT CLERK SERVICES TO THE CRIMINAL MAGISTRATE COURT LOCATED IN FCCB INCLUDING THE

PROCESSING OF ALL PAPERWORK AND TRANSMISSION OF ALL ORDERS & RECOMMENDATIONS OF THE COURT

This is accomplished by

PROCESSSING A VARIETY OF DOCUMENTS; DRAFTING ROUTINE CORRESPONDENCE; RESOLVING CUSTOMER

QUESTIONS AND PROBLEMS; TRANSMITTING INFORMATMION & RESEARCHING FILES AND RECORDS FOR COURT

Other duties include

ASSEMBLY OF COMPETENCY PACKETS AND OTHER GRADE 7 DUTIES AS ASSIGNED IN THE CRIMINAL SECTION

C. Essential Functions of the New Position

Description of Essential Function: Describe in detail the primary or most important functions of this position. In
addition to each function, list the tasks performed to accomplish each function. Use clear, concise sentences.

Percentage of Time: Estimate the percentage of total working time per year that is taken up with each duty. These
estimates should be made after all essential functions have been listed. The percentages in this column must equal
100%. Duties that require less than 5% of your time should not be listed.

Essential/Non-Essential (E or NE): Write ONE letter that best describes the demands of the function during

-1 -
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a typical 8-hour workday.

EXAMPLE ¥

f - ; - Time E or NE
Function: Maintains exterior of facilities
Tasks performed to accomplish this function: 30% E
By picking up and removing litter and debris from grounds, sweeping and edging
Sidewalks, mowing lawns, trimming shrubs and raking leaves.
1. Function: PREPARATION & TRANSMISSION OF COURT RECORDS Time E or NE
Tasks performed to accomplish this function:
COLLECTS, INPUTS & RECONCILES DATA INTO ALL THREE OF THE CLERK'S 20% E
INDEPENDENT COMPUTER APPLICATIONS INCLUDING THE SCANNING AND INDEXING OF
ELECTRONIC DOCUMENTS, FINANCIAC TNFORVMATION SECUONDARY TU FINES & FEES,
TRANSMISSION QOF DOCUMENTS & DATA TO OTHER COUNTY AGENCIES AND COURTS
2. Function: CUSTOMER SUPPORT Time E or NE
Tasks performed to accomplish this function:
FILE MARKS AND PREPARES DOCUMENTS FOR DELIVERY TO THE MAGISTRATE COURT. 20% E
ASSISTS ATTORNEYS APPROPRIATELY WITH THE HANDLING OF THEIR PLEADINGS AND
FPROVIDES INFORMATION TO EFFECTUATE THE SAME. RESULVES PRUBLENVIS AND
ISSUES OF AN ORDINARY NATURE THAT ARISE SECONDARY TO THE BUSINESS
PROCESS. FULFILLS SPECIAL REQUESTS OF THE JUDGE WITH APPROVAL FROM
SUPERVISOR.
3. Function: RECORD CONSERVATION Time E or NE
Tasks performed to accomplish this function:
CONSERVES ALL PAPER RECORDS AS NEEDED BY THE COURT UNTIL SUCH TIME AS 10% E
THEY ARE EITHER SCANNED INTO THE DOCUMENT MANAGEMENT SYSTEM OR
ITRANSMTTED TO ANUOTHER'S CUSTODY.
4. Function: ASSISTANCE WITH THE FUNCTIONS OF THE OFFICE Time E or NE
Tasks performed to accomplish this function:
ASSISTS WITH THE PREPARATION OF PEN PACKETS, COMPETENCY PACKETS, WRITS & 50% NE
APPEALS, PUBLIC INFORMATION, FILLING IN VACANT COURTS, TRAINING OF GRADE 6
AND 5 CLERRKS, IVAGING PROJECUT, BOND FORFEITURE & DUTIES AS ASSIGNED
COMMENSURATE WITH THE POSTION
5. Function: Time E or NE

Tasks performed to accomplish this function:
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D. Visual-Mental Demands

1. Visual-Mental Demands: Select that which best describes the overall visual-mental demands of this position, then
select the frequency of time in which you perform under this condition job. (For example: 0 to 1/3 means your job

works under these conditions between never and up to 1/3 of the time.)

Frequency of Time

0-1/3 1/3-2/3 2/3-Over
1. | Work requires a minimum of mental and visual concentration O O ®
to detail most of the time.
2. | Work requires a moderate amount of mental and visual X O O
concentration in the performance of various operations.
3. | Work requires regular mental and visual concentration most of O O O
the time.

E. Physical Demands, Equipment Requirements, Working Conditions

1. Strength Demands: Select that which best describes the overall physical demands of this position, then select the

frequency of time in which you perform under this condition.
demands between never and up to 1/3 of the time.)

(For example: 0-1/3 means your job has these

Strength Demands

Frequency of Time

0-1/3 1/3-2/3 2/3-Over

& | 1. | Work requires normal sitting and standing and generally the O O )
occasional lifting of 25 pounds or less.

O | 2. | Work requires moderate exertion and the occasional lifting of O O O
26-50 pounds.

O | 3. | Work requires heavy exertion and the regular lifting of 51-75 O O O
pounds.

O | 4. | Work requires regular strenuous effort and regular lifting of ©) ©) ©)
over 76 pounds.

2. Machines, Tools, Equipment and Work Aids: List machines, tools and equipment required for this position. (Do

not include computer equipment and software — use the next section for this.)

FILE STAMP MACHINE, GENERAL OFFICE EQUIPMENT

3. Computer Equipment and Software:

List specialized computer equipment and software required for this

position. (personal computers and standard software such as Word and Excel are assumed. Indicate if

no computers or software are used to perform this function)

ADOBE ACROBAT PROFICIENCY, FORVUS, ONBASE, AIS REQUIRE PROFICIENCY

-3-
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4. Environmental, Health and Safety Conditions: Select any and all noted conditions, and then select the frequency of
time in which you are required to work under these conditions.

Environmental Condition

Frequency of Time

0-1/3 1/3-2/3 2/3-Over | Seasonally
O | 1. | Extreme temperature changes O O O O
(heat, cold, extreme weather changes)
O | 2. | Respiratory hazards ©) ©) @) ©)
(fumes, gases, chemicals, dust and dirt)
O | 3. | Noise and vibration O O O O
(sufficient to cause hearing loss)
O | 4. | Physical hazards ©) ©) @) ©)
(high voltage, dangerous machinery
Health and Safety Conditions 0-1/3 1/3-2/3 2/3-Over | Seasonally
O | 1. | Driving @) ©) ©) ©)
O | 2. | Mechanical hazards @) ©) O ©)
O | 3. | Chemical hazards @) ©) O ©)
O | 4. | Electrical hazards O O O O
O | 5. | Fire hazards @) ©) O ©)
O | 6. | Communicable diseases O O O O
O | 7. | Physical danger or abuse (specify): O O O O
O | 8. | Other (specify): O O O O

5. Primary Work Location: Check the type of location where most of the position’s duties are performed.

& | 1. | Office Environment O | 4. | Clinic O | 6. | Residential Facility (not secure)
O | 2. | Shop or Warehouse O | 5. | Secured Facility O | 7. | Vehicle
O | 3. | Other (Specify)

6. Protective Equipment Required: List any protective equipment required for this position.

F. Position Minimum Requirements

1. Formal Education:

incumbent’s education level, but the MINIMUM required for this position).

Record the minimum education required for this position (do not necessarily use the

Less than high school education

High school diploma or equivalent

One year college

Two-year Associate’s degree in:

Four-year Bachelor’s degree in:

O O O O & O

o gl K W N

Graduate or professional work or advanced degree in:

2.

Experience:

-4 -

Record the minimum experience required for this position (not necessarily the incumbent’s
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experience).

No previous experience required

Six months to one year experience in/as:

Minimum of one year experience in/as:

Minimum of two years experience in/as:

Minimum of three years experience in/as: Re| ATED OR 45 HRS COLLEGE OR COMBINATION

Minimum of four years experience in/as:

Minimum of five years experience in/as:

Minimum of six years experience in/as:

Minimum of seven years experience in/as:

O O O O Ol ® O O O O
© o N o g & W N e

[
©

Minimum of eight years experience in/as:

3. Certification and Other Requirements: List licenses, certifications, statutory requirements, or registrations

required for the position (not necessarily the incumbent’s current licenses or certifications). Use the exact name
of the license, certification or requirement.

g v e

Valid Drivers License Required? OYes @No If Yes, what type?

G. Planning and Management Responsibilities

1. Problem Solving and Analytical Skills: What is the minimum level of problem solving ability and/or analytical

skill required for this position? Select one factor that most closely matches this position.

O | 1. | Work tasks are usually identical, with simple rules and detailed instructions.

O 2. | Work tasks are routine, but not identical.

® | 3. | Work tasks are usually different, with somewhat diversified procedures and precedents.

O | 4. | Work tasks are varied and diversified, requiring analytical, interpretive, evaluative and/or constructive
thinking.

O | 5. | Work tasks are of a non-recurring nature, where procedures are not clearly defined. Tasks require in-
depth analytical, evaluative, developmental and constructive thinking.

O | 6. | Work tasks are of the broadest sense, requiring strategic planning, analytical, and evaluative,
developmental and constructive thinking.

2. Planning: Does this position involve planning work activities or projects? OYes ®@No

If yes, describe the planning or project management activities associated with this position.
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3. Budgetary Responsibility: Does this position involve working with the annual budget? O Yes ® No

If yes, please indicate the types of budgetary activities required.

o | L

Researches and prepares information for use in budget documents for a department. May recommend
budget allocations.

o | 2

Researches and compiles data for budget monitoring, enters or oversees data entry. May monitor budget
expenditures (typically non-discretionary expenditures) for a work unit of less than department size or for
a small department.

Oversees budget preparation of department budget. Reviews and approves expenditures of significant
budgeted funds for the department or researches and prepares recommendations for countywide budget
expenditures.

Approves the final departmental budget and presents the budget document or information. Monitors the
progress of fiscal objectives and adjusts plans as necessary for completion.

4. Scope of Budgetary Responsibility: Provide the total amount, in dollars, of the operating budget and any

contracts or grants. This amount should include project management or organizational budget responsibility.

Total county amount $ | Total grant amount $

Additional comments:

5. Management and Supervisory Responsibility: Does this position involve directing the work of others?

OYes

®@No

If yes, please list the classification titles (not working titles) and number of employees supervised.

Classification Title(s) Number of Employees
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6. Management and Supervisory Responsibility: If you answered “Yes” to the management and supervisory

question previously, indicate the management and supervisory direction provided by the position (check one).

O

Responsibility requires the occasional direction of helpers, assistants, seasonal employees, interns,
volunteers or temporary employees.

@)

Responsibility requires functioning as a lead worker performing essentially the same work as those
directed, and includes overseeing work quality, training, instructing, and scheduling work.

Responsibility requires supervising and monitoring the performance for a regular group of employees or
a work unit including providing input on hiring and performance actions, work objectives, program
effectiveness and realignment of work as needed.

Responsibility requires managing and monitoring work performance by directing subordinate supervisors
or administrators including authorizing final decisions on hiring and disciplinary actions, evaluating
program and work objectives and effectiveness, and realigning work and staffing assignments as
necessary.

Responsibility requires managing and monitoring work performance of senior department managers
including evaluating program and work objectives and effectiveness, establishing broad organizational
goals and realigning work and staffing for the department.

7. Freedom to Act: This factor will assist in determining the position’s level of freedom to act. Limitations of
freedom to act or position independence may include supervisory control, the nature of the work, established
policies and procedures, and/or legal constraints. Indicate the extent to which you are free to act in the absence
of supervision or management or the direction provided by policies and procedures. (choose one)

1.

Follows direct, simple and detailed instructions, with procedures clearly defined, immediate supervision
always available, and work regularly reviewed.

2.

Follows routine procedures and guidelines in the application of prescribed duties. Works under close
supervision with frequent review of work.

Follows standard procedures and established guidelines with some latitude in deciding how to achieve
end result. Non-standard work is referred to the supervisor for guidance and work is reviewed
periodically by supervisor on an “as needed” basis.

Follows diversified procedures and implements processes to accomplish end results, within guidelines.
Immediate supervision is available upon request.

Plans details of methods to attain desired objectives working within established policy. Requires use of
initiative and resourcefulness in developing processes and procedures. Supervision is available for
special problems and work is reviewed on problem situations.

Works independently on broad assignments with specific given objectives. Responsible for planning and
performance with little or no guidance or assistance from supervisor during developmental process.
Work is reviewed upon completion of objectives.

Works independently on major assignments with responsibility for all planning of work of assigned
objectives. Makes major decisions limited only by broad policy rulings and proceeds along lines of own
initiative. Supervision is available for a wide range of problems involving general policy and work is
reviewed at the end of major projects.

Work is related to the broader administrative, executive and policy-making activities and major
programs/plans. Work is checked through consultation and agreement with others rather directives by
superiors.  Supervision is available for unique, broad and diverse problems with overall effect on
departmental goals and objectives.

©)

9.

Work is generally unguided.

H. Human Relations

Interpersonal/Human Relations Skills: This factor measures the amount and level of personal interaction with those

-7-
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outside direct reporting relationships (internal and external customers). The interaction may include those in the
general public, volunteers, other county divisions and representatives of boards and commissions, governmental
organizations, and officials, vendors and suppliers. Select one factor that most closely matches this position, and

specify the frequency of time used in performing this job.

Frequency of Time

0-1/3 1/3-2/3  2/3-Over
1. | Work requires answering simple inquiries or referring inquiries to ©) ©) ©)

others.

}9) 2. | Work requires handling inquiries and reasonable complaints ©) ©) ©)
involving an explanation of standard policies, procedures and non-
controversial matters.

O 3. | Work requires handling critical inquiries and complaints not of a ©) ©) ©)
standard nature; requires tact and diplomacy in presentation to
obtain cooperation or approval.

©) 4. | Work requires contacts wherein poor handling may result in poor ©) ©) ©)
coordination of all efforts; deals with controversial or exception
policies or procedures that could result in litigation or damages if
improperly handled.

I. Career Path Definition

Please indicate other county positions that may be related to this position, as part of a career

family.
Other classifications in the county to which those that hold | 1.
my current classification might be promoted. 2.
My Current Classification
Other classifications in the county that would prepare 1.
applicants for my current classification. 2.

J. Signature/Approval

To the best of my ability, | have completed this questionnaire, and believe it to be an accurate description of my

position or the proposed position.

Employee Signature Date
Immediate Supervisor Signature Date
Comments:
Department Head/Elected Official Signature Date
Comments:

-8-
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PROGRAM IMPROVEMENT REQUEST
RECLASSIFICATION

Department DISTRICT CLERK — ADMINISTRATION Budget No. 4020
Position Title CLERICAL ASSISTANT | Position No. 3650
Current Grade Job Code Department

03 6000300 Priority 1

Description of Changes in Work Being Performed

The incumbent in Position number 3650 was originally assigned to the Civil Records division at GACB to perform duties such as copying documents for
customers; looking up file locations in the computer on FORVUS; delivering correspondence to the courts, the mail-room and other sections in the district
clerk’s office; delivering paper case files to the courts and other agencies at GACB; answering phones in the Records section directing calls to the supervisor or
to other staff members for assistance. Following the electronic conversion of the civil and family courts beginning in 2007 through 2009, records requests have
progressively become a function of sourcing the documents from the electronic case management system rather than retrieving paper case files from the storage
center and GACB Mezzanine. Reactivated Family court cases recorded in paper files records are now scanned into the system and the source records destroyed.
By 2010, there were no further need for paper case file deliveries which had been the Clerical Assistant I primary job function. With the implementation of the
electronic filing mandate by the Supreme Court in January of 2014, the mail volume has plummeted thus reducing the burden of mail delivery.

On or about second quarter of calendar year 2011, the district clerk moved his Grade 7 Clerk 11l administrative assistant to the criminal section in order to
resolve a chronic backlog secondary to a staff shortage. That Grade 7 was permanently assigned to a court as a second clerk handling criminal process. As a
consequence of the transfer, the district clerk no longer had reliable telephone support for the Administrative offices sometimes making it impossible for the
public, judiciary, county staff and others to reach key staff for immediate problem resolution. The district clerk determined that he needed some form of
administrative support to route the high volume of calls, greet visitors and answer the public’s questions while assisting with routine and repetitive clerical
duties. The district clerk did not believe the position warranted a Grade 7 Clerk 111 as those duties were easily assumed by the Grade A secretary. The district
clerk directed that a Grade 3 deputy in the Records department effectively left redundant by the changes in the nature of the business process would be better
suited to provide receptionist service. At this time, the incumbent in the position is providing services to the clerk’s Administrative section consistent with a
Grade 5 Clerk | “Receptionist”. The incumbent is expected to represent the department to visitors, effectively retrieve case information from the two main
electronic systems handling civil and criminal information, and resolve customer problems as they arise with some independent discretion. In addition, as the
incumbent is bilingual and fluent in the Spanish language, she is frequently called upon to translate for and assist the many Spanish speaking customers seeking
services from the clerk’s office. Her duties have well exceeded the limited role of a Grade 3 Clerical Assistant.

Reason/Authority for Change (see Budget Manual)

As indicated above, the position has increased significantly in responsibility and complexity now involving independent
judgment and active problem resolution as well as a more thorough knowledge of office policies and procedures and services
provided in each of the clerk’s independent divisions.

Departmental Cost Worksheet

Current Grade 03 Proposed Grade 05
Salary $25,085 Salary $28,538
FICA (7.65%) $1,919 FICA (7.65%) $2,183
Retirement (11.5%) $2,885 Retirement (11.5%) $3,282
Total $29,889 Total $34,003

Total Annual Impact: $4,114

Staff Review and Comment

FY2016 Operating Budget / Capital Improvement Plan Preparation Manual page 34 of 53
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DALLAS COUNTY JOB DESCRIPTION

Job Title: Clerical Assistant | Job Code: 6000300 Job Grade: 03
Reports To: Supervisor Pos. No: Various FLSA Code: N
Department:  Various Loc. Code: Various SIC Code: 9311
WC Code: 8810
Division: Various CS Code:* A,B,Cor EEO Code: FO4
D

Summary of Functions: Performs a variety of very defined support tasks which may include: organizing and
maintaining records and files, issuing and maintaining supplies and equipment, processing and delivering mail,
and other clerical related duties. Works within a well-defined framework of policies and procedures, under
immediate supervision.

Management Scope: N/A

% of Essential
Duties and Responsibilities: Time Non-essential
1. Organizes and maintains records and files. 20 E
2. Issues and maintains supplies and equipment. 20 E
3. Processes and delivers mail. 20 E
4. Processes routine items and records. 20 E
5. Operates office equipment as assigned. 15 E
6. Performs other duties as assigned. 05 N
* The Code depends on the Department where the position is located and/or funded in accordance with

86-1 of Dallas County Code.
Minimum Qualifications:

Education, Experience and Training:
Completion of 10" grade from an accredited high school with the ability to read, write and perform basic
mathematical computations, and understand and follow written/verbal instructions.

Special Requirements/Knowledge, Skills & Abilities:
Ability to understand and follow written and verbal instructions, organize and process work and establish and
maintain effective working relationships with other County employees and the general public.

Physical/Environmental Requirements:

May require prolonged walking, standing, sitting, climbing or bending, and ability to lift and carry up to 25
Ibs. unassisted.

G:\Senior Staff\Job Descriptions new versions\Clerical Assistant | - 6000300 - Generic.doc Page 35 of 53



Hay Points/Point Factor:
HS10=80, E0=5, VM1B=10, PD1C=15, WH1B=10, WE2C=20, IC1A=5, DL1=5, PS1=10, RE1A=5,
SF1A=5, TTL: 170

Supervisor Signature Date
Reviewed by Human Resources/Civil Service on Date 5/2003
Approved by Civil Service Commission on Date 6/16/2003

This job description shows typical requirements of a position within this classification. This description is not
intended to be all-inclusive. Individual positions may vary slightly in functions, job dimensions and
requirements. The percentage of time devoted to each function is only an estimate and may change depending
on the specific departmental tasks. Candidates whose disabilities make them unable to meet these requirements
will still be considered fully qualified if they can perform the Essential Functions of the job with reasonable
accommaodation.
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Position Description Reclassification Request Form

General Instructions: Please complete this form and attach the current and proposed position
descriptions, the current and proposed organization charts and any
comparative position descriptions that can be identified.

A. ldentification / General Information

Current Position Title: CLERICAL ASSISTANT I
Proposed Position Title: CLERK | ‘RECEPTIONIST’
Current Position Grade: 03

Department Name: DISTRICT CLERK

Position Number: 3650

Supervisor Name: JESUSITA TOVAR

Supervisor Phone: 214-653-7301

Supervisor Email: Jesusita. Tovar@dallascounty.org

B. Brief Description of the Position
Use two or three brief and specific statements to summarize the general purpose of this position.

The purpose of this position is to: perform limited routine support tasks primarily involving customer service,
telephone reception, routing information and correspondence; processing requests for information; entering and
maintaining data; answering routine inquiries; and filing and maintaining data, correspondence, files, reports, etc.
Works within a well-defined framework of policies and procedures, under immediate supervision.

This is accomplished by: effectively receiving and determining the nature of a customer’s request or complaint and
appropriately resolving the same either by providing requested information from the electronic repository or
forwarding the customer to the appropriate resource. The incumbent maintains a file of information requests and
issues for supervisorial review; assists the supervisor in conserving correspondence and ensuring timely response to
requests or deliveries.

Other duties include: the incumbent translates the Spanish language as needed to facilitate effective communication
between customers and district clerk staff.

C. Rationale for Reclassification

Explain what caused the changes in job duties. Be specific as to how those changes occurred and in what
timeframe (i.e., last month, two years ago, etc.). Include such things as: changes in organizational structure,
changes in department procedures; changes in grant or program scope; new programs/functions; introduction
of new equipment/systems; reassignment of job duties/termination of other employees in the work unit, etc.

-52-
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On or about second quarter of calendar year 2011, the district clerk moved his Grade 7 Clerk 111 administrative assistant to the
criminal section in order to resolve a chronic backlog secondary to a staff shortage. That Grade 7 was permanently assigned to
a court as a second clerk handling criminal process. As a consequence of the transfer, the district clerk no longer had reliable
telephone support for the Administrative offices sometimes making it impossible for the public, judiciary, county staff and
others to reach key staff for immediate problem resolution. The district clerk determined that he needed some form of
administrative support to route the high volume of calls, greet visitors and answer the public’s questions while assisting with
routine and repetitive clerical duties. The district clerk did not believe the position warranted a Grade 7 Clerk 11 as those
duties were easily assumed by the Grade A secretary. The district clerk directed that a Grade 3 deputy in the Records
department effectively left redundant by the changes in the nature of the business process would be better suited to provide
receptionist service.

Provide an explanation on the differences between the old and new job duties/responsibilities. Describe how
the job has grown and changed since its creation. Include changes in the level of jJudgment, independence,
problem solving and/or management (i.e., position was previously responsible for $1,000,000 and is now
responsible for $10,000,000; position was previously responsible for supervising two employees and is now
responsible for supervising fifteen employees, etc.). Please clearly outline the specific new job
duties/responsibilities.

The incumbent in Position number 3650 was originally assigned to the Civil Records division at GACB to perform duties such
as copying documents for customers; looking up file locations in the computer on FORVUS; delivering correspondence to the
courts, the mail-room and other sections in the district clerk’s office; delivering paper case files to the courts and other
agencies at GACB; answering phones in the Records section directing calls to the supervisor or to other staff members for
assistance. Following the electronic conversion of the civil and family courts beginning in 2007 through 2009, records
requests have progressively become a function of sourcing the documents from the electronic case management system rather
than retrieving paper case files from the storage center and GACB Mezzanine. Reactivated Family court cases recorded in
paper files records are now scanned into the system and the source records destroyed. By 2010, there were no further need for
paper case file deliveries which had been the Clerical Assistant | primary job function. With the implementation of the
electronic filing mandate by the Supreme Court in January of 2014, the mail volume has plummeted thus reducing the burden
of mail delivery.

At this time, the incumbent in the position is providing services to the clerk’s Administrative section consistent with a Grade 5
Clerk I “Receptionist”. The incumbent is expected to represent the department to visitors, effectively retrieve case information
from the two main electronic systems handling civil and criminal information, and resolve customer problems as they arise
with some independent discretion. In addition, as the incumbent is bilingual and fluent in the Spanish language, she is
frequently called upon to translate for and assist the many Spanish speaking customers seeking services from the clerk’s
office. Her duties have well exceeded the limited role of a Grade 3 Clerical Assistant.

Are the new duties/responsibilities additional or have they been allocated from another position(s)? Please
specify. If the duties have been reassigned, please provide the name, job title, and an explanation of why the
duties are being reassigned. Please explain the impact on the position losing the job duties/responsibilities.

Please see the above discussion. The receptionist and light clerical functions performed by the Clerk 11 Grade 7 originally
assigned to Administration provided those services in addition to departmental procurement. After the Clerk Il was moved to
the criminal courts, the procurement duties migrated to the department’s Grade A administrative assistant while the
receptionist and clerical functions were left “hanging”. The Grade 3 clerical assistant | transferred to Administration assumed
those Grade 5 receptionist duties but without the reclassification.

What duties/responsibilities have been removed from the position? What position (if any) is now responsible
for them?

N/A

Outline the changes in the level of authority of the position (i.e., position now has authority to sign off on
expenditures for goods/services). Have any reporting relationships to or from this position been altered?

None

What specific tasks or activities make the job duties/responsibilities more complex?

-53-
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The incumbent was expected to learn the basics of court operations and all of the divisions that make up
the civil and criminal courts and how to properly route questions and issues. The Administrative section
is the primary contact point for the public seeking information on the district courts so that breadth of
knowledge, considerable, was important to learn and retain. The customer service the incumbent now
provides involves the active resolution of customer complaints, questions and issues and sometimes will
require limited independent judgment — the incumbent must understand the scope of that limitation. In
the Grade 3 position, the incumbent’s interaction with customers was solely one of fulfillment and never
involved resolution of customer issues. In the former position, the incumbent worked under direct
supervision for the duration of her shift and in the company of other staff deputized to provide more
complex services. In the new position, the incumbent often works without direct supervision and must
seek assistance from others to resolve issues beyond the scope of her competence. The incumbent now
interacts with a variety of customers and office stakeholders including judges and other elected officials
as well as representing the department. In the former position, that interaction was limited to those
purchasing clerk records. The incumbent was not called upon to translate for Spanish speaking
customers in the former position but is now asked to do so frequently.

Please outline any existing positions that you feel are a comparison to this position. Please provide
specific reasons why.

N/A

What are the performance expectations? What goal(s) in the strategic plan does the position classification
recommendation support?

Vision 1 of the Strategic Plan is facilitated by a “communications officer” whose duties and discretion
may be limited but who is competently able to connect taxpayers and customers with the appropriate
resources in the clerk’s office.

D. Essential Functions

Description of Essential Function: Describe in detail the primary or most important functions of this position.
In addition to each function, list the tasks performed to accomplish each function. Use clear, concise
sentences.

Percentage of Time: Estimate the percentage of total working time per year that is taken up with each duty.
These estimates should be made after all essential functions have been listed. The percentages in this column
must equal 100%. Duties that require less than 5% of your time should not be listed.

Essential/Non-Essential (E or NE): Write ONE letter that best describes the demands of the function during a
typical 8-hour workday.

EXAMPLEV _ - Time E or NE
Function: Maintains exterior of facilities
Tasks performed to accomplish this function: 30% E

By picking up and removing litter and debris from grounds, sweeping and edging
Sidewalks, mowing lawns, trimming shrubs and raking leaves.

1. Function: Time E or NE

-54 -
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Tasks performed to accomplish this function: 50%
Responds to telephone inquiries regarding court issues including basic

information about a case most especially the current setting date, latest filings,

and court location. Routes telephone inquiries to district clerk staff and court

staff after determining which division can best address the customer’s issues.

2. Function: Time
Tasks performed to accomplish this function: 30%
Greets customers, the public and county staff on behalf of the elected district

clerk and chief deputy and assisting the same in scheduling meetings or

interface. Always determines the nature of the inquiry and effectively

communicates that to staff.

3. Function: Time
Tasks performed to accomplish this function: 15%
Performs clerical functions on behalf of the Administrative section and

Civil/Family section as needed included documenting the reception of

correspondence and its transmission to subject staff; maintains a file of

correspondence and messages; takes messages and follows up on information

requests that have been processed by senior staff; notifies the district clerk and

chief deputy in situations where their immediate attention is required; and assists

with the maintenance and upkeep of the Administrative offices to ensure a

presentable environment; assists with the scanning of the 19th century criminal

index cards project.

4. Function: Time
Tasks performed to accomplish this function: 5%

Provides oral Spanish translation services on behalf of Spanish speaking only

customers who frequently come in person to the office and occasionally call.

5. Function: Time
Tasks performed to accomplish this function:

D. Visual-Mental Demands

E or NE

E or NE

E or NE

E or NE

1. Visual-Mental Demands: Select that which best describes the overall visual-mental demands of this position, then select
the frequency of time in which you perform under this condition job. (For example: 0 to 1/3 means your job works under

these conditions between never and up to 1/3 of the time.)

Frequency of Time
0-1/3 1/3-2/3

X 1. Work requires a minimum of mental and visual concentration to O O

-55-
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detail most of the time.

Work requires a moderate amount of mental and visual
concentration in the performance of various operations.

Work requires regular mental and visual concentration most of the
time.

E. Physical Demands, Equipment Requirements, Working Conditions

1. Strength Demands: Select that which best describes the overall physical demands of this position, then select the

frequency of time in which you perform under this condition. (For example: 0-1/3 means your job has these demands
between never and up to 1/3 of the time.)

Strength Demands

Frequency of Time

0-1/3 1/3-2/3 2/3-Over
X Work requires normal sitting and standing and generally the O
occasional lifting of 25 pounds or less.
O Work requires moderate exertion and the occasional lifting of O O O
26-50 pounds.
O Work requires heavy exertion and the regular lifting of 51-75 O O O
pounds.
O Work requires regular strenuous effort and regular lifting of O O O
over 76 pounds.

2. Machines, Tools, Equipment and Work Aids: List machines, tools and equipment required for this position. (Do not

include computer equipment and software — use the next section for this.)

Electronic file stamp machine, general office supplies

3. Computer Equipment and Software: List specialized computer equipment and software required for this position.

(personal computers and standard software such as Word and Excel are assumed. Indicate if no computers
or software are used to perform this function)

Personal computer, high speed desktop scanner, color laser printer, Word, FORVUS, OnBase, Odyssey software
packages; MS Outlook calendar scheduling and task setup

4. Environmental, Health and Safety Conditions: Select any and all noted conditions, and then select the frequency of
time in which you are required to work under these conditions.

Environmental Condition Frequency of Time
0-1/3 1/3-2/3 2/3-Over | Seasonally
O Extreme temperature changes O O O O
(heat, cold, extreme weather changes)
O Respiratory hazards O O O O
(fumes, gases, chemicals, dust and dirt)
O Noise and vibration O O O O
(sufficient to cause hearing 10ss)
@) Physical hazards ©) ©) @) ©)
(high voltage, dangerous machinery
| Health and Safety Conditions | 013 1/3-2/3 | 2/3-Over | Seasonally |
-56 -

Page 41 of 53




Driving

Mechanical hazards

Chemical hazards

Electrical hazards

Fire hazards

Communicable diseases

Physical danger or abuse (specify):
8.  Other (specify):

5. Primary Work Location: Check the type of location where most of the position’s duties are performed.

(ONONONONONONONGC)

N oo wN e
(ONONONONONONONGC)
ONONONONONONONG)
ONONONONONONONG)
(ONONONONONONONG)

X 1. Office Environment O 4. Clinic O 6. Residential Facility (not secure)
O 2. Shop or Warehouse O 5. Secured Facility O 7. Vehicle
O 3. Other (Specify)

6. Protective Equipment Required: List any protective equipment required for this position.

F. Position Minimum Requirements

1. Formal Education: Record the minimum education required for this position (do not necessarily use the incumbent’s
education level, but the MINIMUM required for this position).

Less than high school education

High school diploma or equivalent

One year college

Two-year Associate’s degree in:

Four-year Bachelor’s degree in:

O O O O X O
o A W N P

Graduate or professional work or advanced degree in:

2. Experience: Record the minimum experience required for this position (not necessarily the incumbent’s
experience).

No previous experience required

Six months to one year experience in/as:

Minimum of one year experience in/as: Secretary or administrative assistant

Minimum of two years experience in/as:

1.

2

3

4

5. Minimum of three years experience in/as:
6. Minimum of four years experience in/as:

7. Minimum of five years experience in/as:

8. Minimum of six years experience in/as:

9

Minimum of seven years experience in/as:

'ﬂ OO0 000O0OXOO
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O | 10.

Minimum of eight years experience in/as:

3. Certification and Other Requirements: List licenses, certifications, statutory requirements, or registrations required

for the position (not necessarily the incumbent’s current licenses or certifications). Use the exact name of the license,
certification or requirement.

SA B I I

. Valid Drivers License Required? OYes XNo If Yes, what type?

G. Planning and Management Responsibilities

1. Problem Solving and Analytical Skills: What is the minimum level of problem solving ability and/or analytical skill

required for this position? Select one factor that most closely matches this position.

O | 1. | Work tasks are usually identical, with simple rules and detailed instructions.

X | 2. | Work tasks are routine, but not identical.

O | 3. | Work tasks are usually different, with somewhat diversified procedures and precedents.

O | 4. | Work tasks are varied and diversified, requiring analytical, interpretive, evaluative and/or constructive
thinking.

O | 5. | Work tasks are of a non-recurring nature, where procedures are not clearly defined. Tasks require in-depth
analytical, evaluative, developmental and constructive thinking.

O | 6. | Work tasks are of the broadest sense, requiring strategic planning, analytical, and evaluative, developmental
and constructive thinking.

2. Planning: Does this position involve planning work activities or projects? OYes ONo

If yes, describe the planning or project management activities associated with this position.

The incumbent may serve on committees that plan employee team building and benevolence events and functions
under the supervision of the Administrative Assistant.

3. Budgetary Responsibility: Does this position involve working with the annual budget? O Yes X No

If yes, please indicate the types of budgetary activities required.

O | 1. | Researchesand prepares information for use in budget documents for a department. May recommend budget
allocations.

O | 2. | Researches and compiles data for budget monitoring, enters or oversees data entry. May monitor budget
expenditures (typically non-discretionary expenditures) for a work unit of less than department size or for a
small department.
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Oversees budget preparation of department budget. Reviews and approves expenditures of significant
budgeted funds for the department or researches and prepares recommendations for countywide budget

expenditures.
Approves the final departmental budget and presents the budget document or information. Monitors the

progress of fiscal objectives and adjusts plans as necessary for completion.

4. Scope of Budgetary Responsibility: Provide the total amount, in dollars, of the operating budget and any contracts or
grants. This amount should include project management or organizational budget responsibility.

Total county amount $ Total grant amount $

Additional comments:

5. Management and Supervisory Responsibility: Does this position involve directing the work of others?

OYes

XNo

If yes, please list the classification titles (not working titles) and number of employees supervised.
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6. Management and Supervisory Responsibility: If you answered “Yes” to the management and supervisory

question previously, indicate the management and supervisory direction provided by the position (check one).

.| Responsibility requires the occasional direction of helpers, assistants, seasonal employees, interns, volunteers

or temporary employees.

.| Responsibility requires functioning as a lead worker performing essentially the same work as those directed,

and includes overseeing work quality, training, instructing, and scheduling work.

.| Responsibility requires supervising and monitoring the performance for a regular group of employees or a

work unit including providing input on hiring and performance actions, work objectives, program
effectiveness and realignment of work as needed.

.| Responsibility requires managing and monitoring work performance by directing subordinate supervisors or

administrators including authorizing final decisions on hiring and disciplinary actions, evaluating program
and work objectives and effectiveness, and realigning work and staffing assignments as necessary.

.| Responsibility requires managing and monitoring work performance of senior department managers

including evaluating program and work objectives and effectiveness, establishing broad organizational goals
and realigning work and staffing for the department.

7. Freedom to Act: This factor will assist in determining the position’s level of freedom to act. Limitations of freedom
to act or position independence may include supervisory control, the nature of the work, established policies and
procedures, and/or legal constraints. Indicate the extent to which you are free to act in the absence of supervision or
management or the direction provided by policies and procedures. (choose one)

1.

Follows direct, simple and detailed instructions, with procedures clearly defined, immediate supervision
always available, and work regularly reviewed.

2.

Follows routine procedures and guidelines in the application of prescribed duties. Works under close
supervision with frequent review of work.

Follows standard procedures and established guidelines with some latitude in deciding how to achieve end
result. Non-standard work is referred to the supervisor for guidance and work is reviewed periodically by
supervisor on an “as needed” basis.

Follows diversified procedures and implements processes to accomplish end results, within guidelines.
Immediate supervision is available upon request.

Plans details of methods to attain desired objectives working within established policy. Requires use of
initiative and resourcefulness in developing processes and procedures. Supervision is available for special
problems and work is reviewed on problem situations.

Works independently on broad assignments with specific given objectives. Responsible for planning and
performance with little or no guidance or assistance from supervisor during developmental process. Work is
reviewed upon completion of objectives.

Works independently on major assignments with responsibility for all planning of work of assigned
objectives. Makes major decisions limited only by broad policy rulings and proceeds along lines of own
initiative. Supervision is available for a wide range of problems involving general policy and work is
reviewed at the end of major projects.

Work is related to the broader administrative, executive and policy-making activities and major
programs/plans. Work is checked through consultation and agreement with others rather directives by
superiors.  Supervision is available for unique, broad and diverse problems with overall effect on
departmental goals and objectives.

O

9.

Work is generally unguided.

H. Human Relations

Interpersonal/Human Relations Skills: This factor measures the amount and level of personal interaction with those

outside direct reporting relationships (internal and external customers). The interaction may include those in the general
public, volunteers, other county divisions and representatives of boards and commissions, governmental organizations,

-60 -

Page 45 of 53




and officials, vendors and suppliers. Select one factor that most closely matches this position, and specify the frequency
of time used in performing this job.

Frequency of Time
0-1/3 1/3-2/3 2/3-Over

X 1. Work requires answering simple inquiries or referring inquiries to O O X
others.
X 2. Work requires handling inquiries and reasonable complaints X O O

involving an explanation of standard policies, procedures and non-
controversial matters.
O 3. Work requires handling critical inquiries and complaints not of a O O O
standard nature; requires tact and diplomacy in presentation to obtain
cooperation or approval.
©) 4.  Work requires contacts wherein poor handling may result in poor ©) ©) @)
coordination of all efforts; deals with controversial or exception
policies or procedures that could result in litigation or damages if
improperly handled.

I. Career Path Definition

Please indicate other county positions that may be related to this position, as part of a career
family.

Other classifications in the county to which those that hold 1.

my current classification might be promoted. 2.

My Current Classification
Other classifications in the county that would prepare 1.
applicants for my current classification. 2.

J. Signature/Approval

To the best of my ability, | have completed this questionnaire, and believe it to be an accurate description of my
position or the proposed position.

Employee Signature Date
Immediate Supervisor Signature Date
Comments:

Department Head/Elected Official Signature Date
Comments:
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PROGRAM IMPROVEMENT REQUEST
CAPITAL, EQUIPMENT, RENOVATION, MISCELLANEOUS

Department DISTRICT CLERK — JUVENILE SECTION Budget No 4020
Brief Title of PIR  ERECTION GLASS PARTITION SERVICE DESK
Estimated Cost $2,000 Department Priority 1

Brief Summary of Request

The district clerk is requesting funds to erect a glass partition at the cashier stations located in her Juvenile operations at Henry
Wade Juvenile Justice section

Discussion of Need

Juvenile section staff has repeatedly requested the partition noting that the area where cash tendering and transfers take place is
open and accessible to the public which makes them vulnerable to theft. The cashier station is located in front of the elevators
and next to the stairwell. With the significant amount of daily cash transactions staff believes the glass partition will provide
safety and security while maintaining the ability to conduct financial transactions and prevent potential loss.

Strategic Plan Compliance: This request for a collections improvement system conforms to Strategy 1.3 of the Plan by providing
sound, financially responsible and accountable governance. The amount represents a small investment relative to the potential
loss of funds while effectively maintaining its mission critical collections operation.

Staff Review and Comment

Form G FY2016

FY2016 Operating Budget / Capital Improvement Plan Preparation Manual page 47 of 53

-19-




PROGRAM IMPROVEMENT REQUEST
COMPUTER HARDWARE AND SOFTWARE

Department DISTRICT CLERK Budget No. 4020
WORK HORSE SCANNER FOR H
Title of PIR DIGITAL IMAGING PROJECT Request Type
(assigned by . .
PIR # Data Services) Possible Funding Source 94080

Description of Need and Justification

Currently the District Clerk’s office has two high-speed Kodak i610 scanners used in the criminal section. Both scanners are duty rated
for up to 80,000 scans per day and are the “work-horse” of the back-office digital scanning operations. The scanners are nearly eight
years old, no longer under warranty or service contract, and the model has since been discontinued. At the time the scanners were
deployed there were no uniform rules or guidelines promulgated by the Supreme Court or Texas State Library affecting scanning
resolution except for a lower limit set for archival images. Today the minimum scanning resolution for black-and-white or grayscale
documents is 300dpi and for color or color photos, 600dpi. The request conforms to the Strategic Plan’s indicators for a traditional
service provider by increasing eBusiness capacity, improving the efficiency of the office and statutory compliance. The following
replacement/augmentation is requested:

PANASONIC KV S4085CW-V, CDW PART 2867546, UNSPSC: 43211711

Total cost from Dallas County’s parts vendor CDW is $8,901.99 before any applicable discounts. In addition, a 3 year onsite
maintenance contract is $188.99 for a total of $9,090.98. The clerk requests an additional 10% for any cost inflation for a revised total
of $10,000.08.

Expected Benefits

The current i610 scanners have a maximum scanning resolution of 300dpi which is acceptable for ordinary archival scanning. As a
consequence, the two 1610’s will continue to be serviceable for high-volume back scanning connected with our Criminal Minutes
Project which involves digitizing 30 years of improperly conserved archived court minutes. Using these two older scanners will enable
the clerk to comply with the permanent retention standards of those records. For the pending records of the court the new scanning
machine will provide the utility, resolution density and reliability needed for the digital conversion of new filings. It will also enable
the clerk to scan at the 600dpi color level now mandated by the Texas Supreme Court as well as preserve color exhibits electronically.

Department Head Signature: Priority !
Department Contact Person; ~ Gary Fitzsimmons Phone x6224
Received by Office of Budget and Evaluation Rec’d by Data Services
Scoring
Cost Savings Improved
Management
Controls
Cost Avoidance Multi-Use Systems
Legal Requirements Cost Recapture
Service to the Public Critical System
Upgrade
FormH FY2016
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PROGRAM IMPROVEMENT REQUEST
COMPUTER HARDWARE AND SOFTWARE

Department DISTRICT CLERK Budget No. 4020

MICROFORM SCANNER H

Title of PIR Request Type

PIR # Possible Funding Source 94080

Description of Need and Justification

The District Clerk’s office maintains thousands of volumes of court minutes on microfilm pursuant to a project begun by the office in
the 1970s as a paper reduction effort. Texas law requires local governments maintain court records and all supporting equipment, i.e.
reader/printers, for the duration of the documents’ retention period. All District Clerk documents stored on microfilm are classified as
permanent and are maintained indefinitely. The conservation of the material was outsourced to Iron Mountain and kept in their storage
facility. Funds for that outsourcing came from escrow account 94080. The district clerk has since determined that the county’s records
storage facility in west Dallas is a more cost-effective location and is terminating her conservation agreement with Iron Mountain.

As the records reflect the minutes of the district courts and are permanent, and microfilm is subject to significant deterioration over
time even when properly conserved, the clerk has opted to digitize the microform material and dispose of it thus obviating the need for
continued storage. Therefore clerk will need at least one microform scanning machine to effectuate the digitization process.

The clerk requests the purchase of the following:

Konica Minolta Micofilm Scanner

The total cost through Dallas County’s contract parts vendor CDW is $10,685 before any credits. Installation will be performed by

Dallas County I.T. Services and Dallas County telecommunications. The clerk requests an additional 10% inflation charge for a total
request of $11,573.50.

Expected Benefits

The digitization of almost thirty years of microfilm records will significantly improve the office’s ability to access the records, release
2,000 square feet of floor space from microfilm storage, and facilitate the permanent conservation of the records in accordance with

statute.
Department Head Signature: Priority 2
Department Contact Person; ~ Gary Fitzsimmons Phone x6224
Received by Office of Budget and Evaluation Rec’d by Data Services
Scoring
Cost Savings Improved
Management
Controls
Cost Avoidance Multi-Use Systems
Legal Requirements Cost Recapture
Service to the Public Critical System
Upgrade
FormH FY2016
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PROGRAM IMPROVEMENT REQUEST
COMPUTER HARDWARE AND SOFTWARE

Department DISTRICT CLERK Budget No. 4020
DIGITAL FAX / H

Title of PIR TELEPHONY CARD Request Type

PIR # Possible Funding Source 94085

Description of Need and Justification

Currently the eFiling mandate applies to the state’s civil courts, not criminal. Regrettably a number of state agencies including the
Texas Department of Corrections, Texas Board of Pardons and Paroles, the Dallas Police Department and many local law enforcement
agencies continue to transmit and receive information via facsimile. This requires the district clerk to maintain and use a fax machine.
The use of fax machines is inherently costly and inefficient. In addition to the paper costs, documents that are received via fax must be
scanned into the electronic case management system. Rarely does a scanned fax meet the resolution quality standards as required by
state rule. Even more costly is the necessity of assembling the copious records requested by agencies electronically, then printing them
out, faxing them to the customer and subsequently disposing the printed material. The request conforms to the Strategic Plan’s
indicators for a traditional service provider by increasing eBusiness capacity, improving the efficiency of the office and statutory
compliance The Clerk requests:

INTEL DIALOGIC D 41JCT-LS VOICE FAX BOARD MFG PART: D41JCTLSW, CDW PART 392483, UNSPSC: 43201547

The total cost through Dallas County’s contract parts vendor CDW is $1,395.99 before any credits. Installation will be performed by
Dallas County I.T. Services and Dallas County telecommunications. The clerk requests an additional 10% inflation charge for a total
request of $1,535.59.

Expected Benefits

Rather than replace the criminal division’s unreliable fax machine, the district clerk requests the purchase a fax telephony board for
desktop installation. This board will enable deputies to assemble electronic documents for transmission and “print-to-fax™ those
records so that no paper is produced in the process. In addition, the telephony card is capable of receiving faxed documents as
electronic images which may then be quickly converted to pdf’s and attached to the electronic case record. The proposed telephony
card has four independent interfaces and may be networked for enterprise use by multiple deputies in different areas of the office. In
addition, the card can be configured to make automated notification

Department Head Signature: Priority 3
Department Contact Person; ~ Gary Fitzsimmons Phone X6224
Received by Office of Budget and Evaluation Rec’d by Data Services
Scoring
Cost Savings Improved
Management
Controls
Cost Avoidance Multi-Use Systems
Legal Requirements Cost Recapture
Service to the Public Critical System
Upgrade
FormH FY?2016
FY2016 Operating Budget / Capital Improvement Plan Preparation Manual Page 50 of 53
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PROGRAM IMPROVEMENT REQUEST
COMPUTER HARDWARE AND SOFTWARE

DISTRICT CLERK

Department PASSPORT NORTH Budget No. 4020
Title of PIR COMPUTER STATION Request Type H
PIR # Possible Funding Source

Description of Need and Justification

The District Clerk’s office manages three passport offices located downtown at GACB, North Dallas Government Center and the East
Dallas Government Center. Passport service volume varies greatly by season resulting in long lines and wait times. To meet this
challenge, the clerk has designated several employees as “floaters” who are assigned to locations based on immediate need. The clerk
is requesting an additional computer station for the North Dallas passport office which will enable the unit to utilize an additional
unused service window for the use by a floater assigned during periods of maximum volume. Total cost of the single work station is|

$1,025.

Expected Benefits

The lines that develop during peak volume at the North Dallas Passport office interfere with the operation of the courts and the
constable’s office. The opening of a new window during these periods will reduce customer wait time and shorten the lines thus easing
the burden on the other offices at the North Dallas Government Center. It will also improve the overall customer service experience.

Department Head Signature: Priority 4
Department Contact Person: ~ Gary Fitzsimmons Phone X6224
Received by Office of Budget and Evaluation Rec’d by Data Services
Scoring
Cost Savings Improved
Management
Controls
Cost Avoidance Multi-Use Systems
Legal Requirements Cost Recapture
Service to the Public Critical System
Upgrade
Form H FY2016
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FY 2016 BUDGET REQUEST
DISTRICT CLERK
SUPPLEMENT

REQUEST TO RAISE PASSPORT PICTURE FEES
BACKGROUND:

Each of the four passport offices offers customers passport picture sets to include with their
applications for a fee of $10. This fee is typically paid in cash and receipted to Fund 460
Reimbursement for Current Services - General Government, line item 46110.

Demand for passport pictures at our office is high because of the enormous convenience of
obtaining them in the same place that the applications are submitted rather than a retail location.
Despite that convenience, the passport office is actually undercutting the fees assessed by private
retailers. Fed Ex/Kinko’s for example charges $17 per passport photo set.

The clerk is recommending the commissioners court adopt a $15 passport picture fee effective
for the FY 2016 budget.

FINANCIAL IMPACT:

The total revenue for FY 2013 was $194,852 which was approximately $15,000 less than
projection. The district clerk is requesting that passport picture fees be raised $5 from $10 per set
to $15 per set. Based on FY 13’ numbers, passport picture fee revenue should rise to at or near
$292,278 representing close to $100,000 in additional revenue.

The fee increase should not have a significant impact on demand. At $15 per set it is still less

than that charged by private alternatives while still offering the convenience of on-site picture
taking.
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FY 2016 BUDGET REQUEST
DISTRICT CLERK
SUPPLEMENT

DISTRICT CLERK ADMINISTRATION
ORGANIZATIONAL CHART WITH REQUESTED CHANGES
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Dallas County
Office of Budget and Evaluation

April 23, 2015
To: Commissioners Court

Through: Ryan Brown, Budget Officer

From: Alejandro Moreno, Budget and Policy Analyst
Subject: District Court Administration FY2016 Budget Recommendations
BACKGROUND

During the FY2016 Budget Process, Dallas County departments submitted requests to the
Office of Budget and Evaluation for consideration in the FY2016 Budget. As such, the
District Court Administration submitted the following requests:

1. Microwave
a. The DCA submitted a request to replace a microwave that is currently
inoperable. The microwave is located in the second floor of the George
Allen training room.
2. Refrigerator
a. The DCA submitted a request to purchase a refrigerator. The refrigerator
is for the second floor of the George Allen training room.
3. Audio/Visual Equipment
a. The DCA submitted a request for A/V equipment for use in the second
floor of the George Allen training room. Included in the A/V equipment
request are the following items: projector, screen, crestron control system,
Microphone and speakers, rolling lectern that functions as both lectern and
locked equipment rack.

FINANCIAL IMPACT
1. The estimated one time cost of replacing one microwave is $310.
2. The estimated one time cost of one refrigerator is $700.
3. The estimated one time cost of A/V equipment is $22,000.

RECOMMENDATION
The Office of Budget and Evaluation recommends:
1. Purchasing one Microwave
2. Purchasing one refrigerator
3. Purchasing A/V equipment for use in the second floor of the George Allen
training room.

411 Elm Street - 3rd Floor, Dallas Texas 75202-3340
(214) 653 - 6387  Fax (214) 653 - 6517 e Alejandro.Moreno@dallascounty.org



These recommendations from the Budget Office (does not include anything that was sent
to another department for review) come with a one-time estimated cost of $22,000.













































Dallas County
Office of Budget and Evaluation

June 15, 2015
To: Commissioners Court

Through: Ryan Brown, Budget Officer

From: Ronica L. Watkins, Assistant Budget Officer
Subject: Domestic Relations Office Budget Request Recommendation
BACKGROUND

During the FY2016 Budget Process, Dallas County departments submitted requests to the
Office of Budget and Evaluation for consideration in the FY2016 Budget. As such, the
Domestic Relations Office submitted the following new requests:

e Replacement of four broken high back chairs

FINANCIAL IMPACT

e The estimated one time cost for replacement of the four chairs is 1,140 ($285
each).

RECOMMENDATION

The Office of Budget and Evaluation recommend the replacement of the four high back
chairs in the amount of $1,140 for a one-time cost to the Domestic Relations Office
FY2016 Budget.

411 Elm Street - 3rd Floor, Dallas Texas 75202-3340
(214) 653 - 6363 © Fax (214) 653 - 6517 e Ronica.watkins@dallascounty.org












































































































	Alternative Dispute Resolution
	ADR
	ADR1
	ADR2

	Civil District Courts
	Civil District Courts Recommendations
	Civil District Courts 2
	Civil District Courts

	Constables
	Constable 2 FY2016 Budget Requests.pdf
	REPLACEMENT EQUIPMENT REQUEST
	Form D (Page 1 of 2)
	REPLACEMENT EQUIPMENT REQUEST
	Form D (Page 2 of 2)
	PROGRAM IMPROVEMENT REQUEST
	CAPITAL, EQUIPMENT, RENOVATION, MISCELLANEOUS
	PROGRAM IMPROVEMENT REQUEST
	PROGRAM IMPROVEMENT REQUEST
	CAPITAL, EQUIPMENT, RENOVATION, MISCELLANEOUS

	Constable 5 New Position Clerk II 2016 Questionnaire.pdf
	DALLAS COUNTY
	HUMAN RESOURCES/CIVIL SERVICE
	A. Identification / General Information
	B. Brief Description of the New Position
	C. Essential Functions of the New Position
	Tasks performed to accomplish this function:  Warrant clerk will key required information into the Constable Civil system; clerk will assign warrants to appropriate deputy for working.  
	Tasks performed to accomplish this function: Clerk will keep log of successful/and or unsuccessful attempts on warrants and record on the paper returns.  Clerk will verify that the warrant information is accurate and AIS jail information is also checked to determine if individual is in custody.  If the individual is in jail, the clerk will get warrant information ready for deputy to deliver to individual in jail.  
	Tasks performed to accomplish this function: Warrant clerk will maintain all AG warrants, and all other rush papers.  Warrant clerk will send postcards in an attempt to get individuals to come into the courts and make a payment plan.  The attempts will be recorded by the warrant clerk who will keep a running log of attempts.  
	Tasks performed to accomplish this function:
	Tasks performed to accomplish this function:
	E. Physical Demands, Equipment Requirements, Working Conditions
	Environmental Condition
	Health and Safety Conditions
	Office Environment
	F.  Position Minimum Requirements
	No previous experience required
	G.  Planning and Management Responsibilities
	If yes, describe the planning or project management activities associated with this position.
	H.  Human Relations

	Constable Pct. 5 FY16 Equipment.pdf
	REPLACEMENT EQUIPMENT REQUEST


	County Auditor
	County Clerk
	County Clerk Recommendations
	County Clerk 2
	County Clerk
	FY 2016 County Clerk Budget Proposal
	Form B-Extra Help
	Form C-Professional Services
	Form G-Vehicle


	County Courts at Law
	County Court at Law
	County 1Court at Law

	County Criminal Courts
	CCC Reccomendations
	County Criminal Courts
	County Criminal Court 3
	County Criminal Courts 2
	County Criminal Courts 4

	County Treasurer
	Criminal District Courts
	CDC Recommendations
	CDC1
	CDC2
	CDC3
	CDC4
	CDC5
	CDC6
	CDC7
	CDC8
	CDC9
	CDC10
	CDC11
	CDC12
	CDC13
	CDC14
	CDC15
	CDC16
	CDC17
	CDC18

	Criminal Justice
	Criminal Justice
	Criminal Justice Recommendations
	Criminal Justice

	CJ1
	CJ2
	CJ4
	CJ5
	JC3

	District Attorney
	DA master position summary list FY2016
	Sheet2

	DA's Office FY2016 Capital_Equipment_renovation_Misc Master List
	Sheet1

	DA_Position Requests 1
	DA_Position Requests 2
	DA_Position Requests 3
	DA_Position Requests 4
	DA_Position Requests 5
	DA_Position Requests 6
	DA_Equipment FY16 Requests

	District Clerk
	District Clerk Recommendations
	District Clerk
	Transmittal Letter
	Extra Help
	Professional Services
	Replacement Equipment
	Human Resources Generalist
	Position Migration PTE to FTE
	Criminal Magistrate Court Clerk
	Clerical Assistant I Reclassification
	Glass Partition Juvenile Section
	Workhorse Scanner
	Microform Scanner
	Telephony Card
	Passport Computer Station
	Passport Fee Increase Request
	Administration Organizational Chart


	District Court Administration
	District Court Administration Recommendations
	District Court Administration 2
	District Court Administration 1

	Domestic Relations Office
	Elections



