








DALLAS COUNTY
FIRE MARSHAL’S OFFICE

BUDGET - FY 2016

Department 3342



MANAGING FOR RESULTS

Department — Dallas County Fire Marshal Budget No. 3342

Mission/Vision Statement

» The Dallas County Fire Marshal’s Office (DCFMO) promotes fire and life safety through education,
investigations; county building, detention facility and public licensed care facility inspections, and
privately owned properties in the unincorporated areas of Dallas County. DCFMO collaborates with
24 unincorporated cites with managing mutual aid agreements and reimbursement to contract city fire
departments for ambulance and fire protection. As well as being the Administer for the Dallas County
Fire & Rescue Department; added responsibilities will be assumed during 2016 for building
inspections, code enforcement and merger of Dallas County Security within the DCFMO department.
The new responsibilities and mergers will be cause for a new name Office of Fire and Security
Services (O.F.S.S.). Which meet the following Dallas County Strategic Plans Vision 3: Dallas County
is safe; secure and prepared. Vision 5: Dallas County is the destination of choice for residents and
businesses.

New Performance Measures

» Inspection activities in county owned or occupied facilities meeting building code and code
enforcement compliance.

» Inspection activities of private/public owned or occupied facilities.

» Hazardous targets inspected for building code and code enforcement compliance.

» Construction or Renovation Applications/Permits Reviewed (County & Public)

» Inspect residential, commercial and industrial structures for compliance with all adopted building
codes, code enforcement, floodplains and landscaping requirements.

» Provide code interpretation, code enforcement and unified development codes.

» Issues permits, calculate fees and complete inspection reports

» Preform Certificate of Occupancy (CO) inspections of new and existing commercial projects or
structures.

» Examine residential, commercial and site development plans for building codes, subdivision
regulations requirements in the field for building and code compliance of structure and development
process.

» Review new residential and commercial plans, as needed.

» Ensure contractor conform to safety rules and regulations, to include proper shoring trenches and
accordance with OSHA, state and county regulations.

» Consult with property owners to determine work is in compliance and violation are resolved

» Research property information and initiate appropriate notification procedures to ensure the result is
within the violation abatement.

» Follow proper legal procedures to achieve abatement including the issue of citation or notices of

violations in person, request for search and seizure warrants, and submittal county abatement and
court actions.

» Protect and preserve county property, employees, and citizens from destruction and maintaining
safety procedures and enforcing county policies on county property.




Department:

Dallas County Fire Marshal Office

REQUEST FOR PROFESSIONAL SERVICES

Budget No.

3342

Pay To:

Description of Service

Create and set standards and objectives for a
Comprehensive Plan for Land Use

A Dallas County comprehensive land use
plan will outline the county vision for

growth and development. The comprehensive
land use plan represents a vision as to how
the county will grow and develop. The plan
should be used in several ways as a guide to
decision making in development and review
process. The plan also reflects and
understanding of the growth forces and trends
that are shaping the County, based on extensive
analysis of growth patterns and projections.

FY 2015
Budget

FY 2016
Amount
Requested

$150,000.00

Process Improvement Consulting Request:

FORM C

FY 2016




PROGRAM IMPROVEMENT REQUEST ADDITIONAL STAFF

Department: Dallas County Fire Marshal Office Budget No. 3342

Brief Title of PIR Building Inspector

Approx.Net Cost  $76,379.00 Department Priority 1

Brief Summary of Request:

With current county owned buildings and future acquisitions of county buildings the need for the building
inspector is needed due to the new construction and modifications of our buildings. We will able to eliminate city
fees and permits for construction and modifications which will save the county money estimated cost about
$200,000. We will then make sure are county owned building are in compliance with building codes. There has
been significant development activity in the Southern Dallas County during the past ten years, including the Union
Pacific Intermodal Terminal, miscellaneous industries and light-industries requiring the current staff’s attention.
Several jurisdictions are being positively affected by these developments by numerous jobs and more tax dollars
being brought to the surrounding areas although it will require more staff due to growth. A critical planning
element for high-quality growth is the provision for adequate and well- planned infrastructure procedures and
processes during the growth phase.

Discussion of Need:

Dallas County does not have a building inspection or code enforcement program at this time. It has been proposed
the DCFMO assume both roles of responsibilities. Since we conduct fire inspections for all of the county buildings
and review fire plans for new deployment in the unincorporated areas of the county this would give the DCFMO
more latitude and knowledge to expand the responsibilities in the area of building inspections and code
enforcement. With this implementation DCFMO would have the authority to require business owners and/or
businesses meet compliance regulations and county codes, when the position is added to the DCFMO personnel
roster. With the additional position it would eliminate any overtime and compensation time this office occurs
during inspection process and procedures for Assistant Fire Marshals by relieving undue stress with less
investigations, this would include the late call out (stand by) investigations.

Discussion of Related Performance Measures:

Inspection activities in county owned or occupied facilities meeting building codes.

Inspection activities of private/public owned or occupied facilities.

Construction or Renovation Applications/Permits Reviewed (County & Public) Inspect residential,
commercial and industrial structures for compliance with all adopted building codes, floodplains plans.
Provide code interpretation, code building and unified development codes.

Issue permit, calculate fees and complete inspection reports.

Preform Certificate of Occupancy (CO) inspections of new and existing commercial projects or structures.
Examine residential, commercial and site development plans for building codes, subdivision regulation
requirements in the field for building and code compliance of structure and development process.
Consult with property owners to determine work is in compliance and violation are resolved

V VVVV VVYVY

Staff Review and Comments:

FormE




PROGRAM IMPROVEMENT REQUEST ADDITIONAL STAFF

Department: Dallas County Fire Marshal Office Budget No. 3342

Brief Title of PIR Code Enforcement Officer

Approx.Net Cost  $76,379.00 Department Priority 2

Brief Summary of Request:
There has been significant development activity in the Southern Dallas County during the past ten years,

including the Union Pacific Intermodal Terminal, miscellaneous industries and light-industries requiring
the current staff’s attention. Several jurisdictions are being positively affected by these developments by
numerous jobs and more tax dollars being brought to the surrounding areas although it will require more
staff due to growth. A critical planning element for high-quality growth is the provision for adequate and
well- planned infrastructure procedures and processes during the growth phase.

Discussion of Need:
There has been a proposal for a Dallas County code enforcement program and for the DCFMO to assume

the accountability for the enforcement. DCFMO currently conducts all fire, building and jail inspections;
fire and development plans for new and existing county buildings and unincorporated areas of the
county, with enforcement accountability it would provide DCFMO more latitude and knowledge with
added responsibilities in the areas of building inspections and code enforcement. With this
implementation DCFMO would have the authority to require business owners and/or businesses meet
compliance regulations and county codes, when the position is added to the DCFMO personnel roster.
With the additional position this would eliminate overtime and compensation time for the DCFMO
regarding investigations, including after hours and weekends for Assistant Fire Marshals.

Discussion of Related Performance Measures:

» Inspection activities in county owned or occupied facilities meet Code Enforcement regulations.

> Inspection activities of private/public owned or occupied facilities.

» Construction or Renovation Applications/Permits Reviewed (County & Public) Inspect
residential, commercial and industrial structures for compliance with all adopted building codes,
code enforcement and health and safety regulations and floodplains plans issues.

Provide code interpretation, code building and code enforcement, unified development codes.
Issue citations for violations and abatement issues, complete inspection reports.

Examine residential, commercial and site development plans for codes enforcement regulation
requirements in the field for building and code compliance of structure and development process.
Consult with property owners to determine work is in compliance and violation are resolved

Y YVV

Staff Review and Comments:

FormE




PROGRAM IMPROVEMENT REQUEST COST WORK STAFF

Department: Dallas County Fire Marshal Office Budget No. 3342
Brief Title of PIR Building Inspector
Staff Cost
Grade G
Salary $56,969.00
FICA @ 7.65% $4,358.00
Retirement @ 11.5% $6,551.00
Insurance @ $8,500 _ $8,500.00
Total: $76,378.00
Related Equipment:
Number
Desk 1-360.00
Furniture (Chair) 1- 255.00
Computer 1-1,025.00
Printer 0
Network Cabling 1- 200.00
Software 1- 200.00
Vehicle 1- 50,330.00
Pager 0
Travel 0
Cell Phone 1- 840.00
Other (Uniforms) 1-1,200.00
Total: $54,380.00
Other Cost (describe)
Special Training 1- 2,000.00
Total: $2,000.00
Less Additional Revenue Source $30,000.00 Inspection fees
Grand Total: $ 132,758.00
Form E-1 FY 2016

FY 2016 Operation Budget/Capital Improvement Plan Preparation Manual




PROGRAM IMPROVEMENT REQUEST COST WORK STAFF

Department: Dallas County Fire Marshal Office Budget No. 3342

Brief Title of PIR Code Enforcement Officer

Staff Cost
Grade G
Salary $56,969.00
FICA @ 7.65% $4,358.00
Retirement @ 11.5% $6,551.00
Insurance @ $8,500 _ $8,500.00

Total: $76,378.00

Related Equipment:

Number
Desk
Furniture (Chair)
Computer
Printer
Network Cabling
Software
Vehicle
Pager
Travel
Cell Phone 1- 840.00
Other (Uniforms) 1-1,200.00

Total: $52,370.00

POOoOooo0o

- 50,330.00

o O

Other Cost (describe)
Special Training 1- 2,000.00

Total: $2,000.00

Less Additional Revenue Source $10,000.00 Permits and Citation fees

Grand Total: $ 130,748.00

Form E-1 FY 2016

FY 2016 Operation Budget/Capital Improvement Plan Preparation Manual



PROGRAM IMPROVEMENT REQUEST RECLASSIFCATION

Department: Dallas County Fire Marshal Office Budget No. 3342
Position: Fire Marshal/Building Official Position No. 1
Current Grade: 70 Job Code: 006400 Department Priority 1

Description of Change in Work Being Performed:

As the Dallas County Fire Marshal Office merges into the Office Fire and Security Services that also encompasses building
inspections and code enforcement duties. Having the administrative duties and oversight 52 county employees, 20 contract
vendors and 42 county volunteers. This position has doubled in the responsibilities of operations and administration. The
responsibilities of being a building official will be to direct, manage, supervise and coordinate the programs and activities with
other department heads , elected officials and outside agencies in the area of building inspections and code enforcement issues.
Must be able to administer, interpret, and enforce building codes regulations; and review and develop code with architect,
engineers, and developers. Have the ability to be certified as a building inspector and code enforcement in the State of Texas.

Reason/ Authority for Chance ( See Budget Manual):

Job responsibilities will increase once additional duties of building inspection; code interpretation; enforcement; development
plan reviews; permitting and enforcement with my current duties of managing fire inspection, investigations and suppression
for DCFMO. We also have the responsibility of Code Enforcement issues, abatement, health and safety codes, determine
violations, and research property information while initiating appropriate notification procedures to resolve violations and
abatement issues.

Administrator of County Marshals and Dallas County Security staff in the direct, manage, supervise, and coordinate activities
to ensure Dallas County employees and citizens are safe and secure while working and/or conducting business on Dallas
County property and/or throughout Dallas County.

Department Cost Work Sheet:

Current Grade: 70 Proposed Grade: 72
Salary: $78,635.28 Salary: $103,419.29
FICA (7.65%)  $6,015.50 FICA (7.65%) $7,911.50
Retirement (11.5%) $9,043.00 Retirement(11.5%) $11,893.21
Total $93,693.78 Total: $ 122,954.00

Total Annual Impact $29,260.22

Staff Review and Comments:

Form F FY2016




REQUEST FOR ADDTINAL EQUIPMENT

Department:

Dallas County Fire Marshal Office

Budget No. 3342

Priority

Item to be
Added

Age
(years)

Property
Number

Estimated
Cost Of
Additional

Comments / Justification

2016 Full Size Pick-up
1.5 ton, Crew Cab,
Heavy duty

0

2

40,330

Unit operated by a Deputy Fire Marshal Inspector or
Code Enforcement Officer. When additional staff is
added they will need transportation to and from
destinations, meeting places, inspections and
investigation in the county of Dallas. Will also use
vehicles to go to training and other duties that may be
assigned during work hours and while on week end call
to respond to investigations

The additional vehicles would be a 2 wheel drive, truck,
4 door with needed emergency equipment, stripping and
lettering. Radio and Siren will be transferred from the
car Truck will be used by Deputies. Fire Marshal for
various activities such as fire and building inspections,
and code enforcement for both the county and public
facilities, fire investigation, emergency response to
structure fires, large wildland fires, hazardous materials
incidents, etc. SUV will carry fire fighting equipment,
manuals and books, equipment and supplies for
investigation such as shovels, rakes, sample containers,
evidence supplies, cameras, detectors, and other items
needed to sustain long hours on the fire scene.
SUV - Estimated Cost  $40,933
Emerg. Equip. — Est. Cost  $6,800
Equip. Other - Est. Cost $4,000

Total Est. Cost  $51,130.00 per unit

(2) SL-20 Handheld
Flashlight in Fire
Marshal Vehicle

None

None

175

Replacement of current light which is mounted in Fire
Marshal squads. The light is over 10 years old and in
poor condition and hard to hold a charge. Replacement
is a SL-20X LED Rechargeable Flashlight with AC and
DC chargers $175.00 ea. Total $525.00

(2) Armored Safety
Vest

None

None

1,200

Replacement of current armored vest which are used by
fire marshal staff during investigation or field interviews
with subjects that may have criminal activities or
charges that could harm staff during contact or
questioning phases of investigations.

$1,200.00 ea. Total $2,400.00

FormE

FY 2016




PROGRAM IMPROVEMENT REQUEST
CAPITAL, EQUIPMENT, RENOVATION, MISCELLANEOUS
Dallas County Fire Marshal Office

Department Dallas County Fire Marshal Office Budget 3342
Brief Title of PIR:  Replacement of Dallas County Fire Station

Estimated Cost: $2.5M Department Priority

Brief Summary of Request:
Discussion of Need and Time Constraints: Note this building is over 44 years old

We are requesting that the County Fire Station at 1937 South Belt Line be placed on the Major Capital Improvements project
list for Total Replacement.  The current front building was originally purchased from the City of Dallas after they annex the
City of Kleberg in the 70’s. The front building is again in poor condition and in need of major remodel and repair. The front
apparatus bays are too small for modern fire apparatus, as the door openings are only 10 by 10°.  To correct this problem,
the doors need to be widened and the height of the bays need to be raised at least 4’ feet. This could be accomplished by
doing the enlargement and adding a second story onto the building. We discussed this with the Assistant County
Administrator and in his opinion it would be better to build a new facility that meets the current NFPA Standards and Building
Codes. This would need to be built on another lot due to width restraints, and would need to remain in the same general area
as the current station due to run activity. The area of Belt Line and Kleberg Road would be ideal.

Current NFPA Standards and Dallas Building Codes require many things including vapor removal systems for vehicle
emissions, washers and dryers with filtered contamination recovery systems for the firefighting bunker gear, controlled
ventilation and fresh air supplies for the Self Contained Breathing Apparatus Compressor Room, building sprinklers, Alarm
Systems with Co2 sensors, ADA required facilities for both staff and the public and certain grade slope requirements for the
apparatus approaches and aprons. The current station has none of these which meet code.

If built in the unincorporated area, it could be a mostly metal/steel building with a masonry front. It would need at least five
double deep bays (not less than 80" ft.) with full drive through capabilities. This allows for personnel to be able to position
equipment to where they can respond out either way, and prevents lost time by having to move an engine or truck, park it, get
the truck that’s behind and pull it out, and take time to put the other truck back in the bay to secure it. This type of delayed
response activity can easily make a major difference as to the extent of fire damage caused to a structure, or a person living or
dying during major medical calls. Bay doors would need to be 12’ x 12’ openings with automatic openers.  The building
would need a day room, ADA bathroom facilities for the public and staff, kitchen / dining room area with a fire rated hood
and extinguishing system, bunk room to sleep at least 8 personnel, adjacent male and female locker room facility, training
room to support 30 trainees, SCBA Air Compressor Room, EMS supply room, large storage room for general storage and
Haz-mat equipment, and parking for at least 30 vehicles.

We would like to see project within the next 2 years, and the current station is in poor condition and does not meet the needs
of the department.

Discussion of Need:

We have spent over $150,000.00 in foundation repairs for this structure which will keep occurring due to old and foundation
has no re-bar in concrete which give the foundation strength. We also other structural issues with this building such as
plumping and mold. We believe that when Dallas County goes out of county bond election that the cost of the fire station be
place on the bond election.

Staff Review and Comment:

Form G - FY2016

10




PROGRAM IMPROVEMENT REQUEST
COMPUTER HARDWARE AND SOFTWARE

Department:  Dallas County Fire Marshal Office Budget No. 3342
Title of PIR: REPLACEMENT (1) COMPUTER & SOFTWARE Request Type: Hardware & Software
PIR # (Assigned by Data Services) Poss. Funding Source: Unk.

Description and Justification of Need:

REQUEST: (1) Standard Desktop Computer - Dell CPU with monitor, keyboard, mouse, and power strip —$1,025
Would also need Adobe Acrobat 8.0 Pro $180 - Window Access Lic. $20 - TOTAL OF $1,225.00

All other computer units in our office appear to have replaced in the last three years. This location is with the Secretary 1
position.  She works under the Fire Marshal’s Division and also does the LEPC Records Management.

Expected Benefits:
This Computer will be shared by the two additional staff members that will be added to the fire marshal office. This will help
them with inspections, investigation, code research and office work assigned to them.

Department Head Signature Priority
Department Contact Person Robert De L os Santos — Fire Marshal Phone 214-653-7970
Date Received by OBE Date Received by

Data Services

Scoring:

Cost Savings Improved Controls
Cost Avoidance Multi-Use System

Legal Requirements Cost Recapture

Service to the Public Critical System Upgrade

Form I - FY2016
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MISL. INFORMATION - NOT PART OF BUDGET SUBMITTAL

New Crew Cab — Fire Marshal - FY-2016 Budget

Emergency Electrical Equipment Items No. Each | Total
LED Light Bar Code 3 all light with mounts 1 2,600 2,600
Front Lower LED Lighting Units 2 260 520
Rear Lower LED Lighting Units 2 260 520
Front Side Lighting 2 140 280
Rear Side Lighting 2 140 280
Corner Inter-Sector Strobes Pair 1 375 375
Rear Window LED Light Unit with mounts 1 200 200
Command Light 1 50 50
Siren — SVP-441-Magnum — 200 Watt (Sa-So) 1 475 465
Siren Speakers - Combined single unit 200 watt 1 315 315
Switch Box - 6 position 1 110 110
Center Console for electrical heads 1 280 280
Mike Holders 2 15 30
Head Light Flashers 1 45 45
LED Flashers 4 27 108
Lighting Brackets 6 26 156
Various circuit breakers, switches, and fuse bars, and wiring harness 0 75 75
3-way 12-volt outlet plug mounted in cab and in bed area 2 20 40
Streamlight Stinger Rechargeable Flash Light mounted 1 65 65
Light Box Flashlight with charger mounted 1 125 125
Mobile Radio — 150 MHz — 110 watt 1 1,350 1,350
Radio Antennas 2 10 20
TOTAL --- ---| $8,009
Other Truck Accessories No. | Each | Total

Hard Shell Flat Topper for security of bed items. 1 1,100 1,100
Spray in Bed Liner 1 400 400
Go Rhino Push Bumper for mounting Emerg. Equip. and protection of bumper 1 425 425
Window Tinting for security and cooling (cameras normally carried in pass. Comp.) 1 200 200
Receiver Trailer Hitch with bar and ball assembly — Used if needed to pull boat trailer 1 375 375
Reflective Stripping, Lettering, and Graphics 1 1,000 1,000
TOTAL i $3,500

GRAND TOTAL | $10,509 \
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Dallas County
Office of Budget and Evaluation

June 18, 2015

To: Commissioners Court

From: Ryan Brown, Budget Officer

Subject: Office of Information Technology FY2016 Budget Request
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
Office of Information Technology has submitted the following requests:

1. reclassification of one (1) IT Enterprise Security Officer position;

2. purchase of Cisco Mobility Service Engine

3. purchase of Admin Studio (MSI Builder) software

4. purchase of Netwrix Auditor Software

5. the replacement of 6 enhanced laptops/desktops

6. purchase PrinterLogic Software

7. replacement of Data Archive

8. replacement of the Tape backup system

9. replacement of Cisco Network Switches

10. purchase UCS Server Blades

11. purchase Cisco ASR 1002 Router

12. purchase UPS’s for VOIP phones

13. purchase Airmagnet Wifi Analyzer

14. recurring costs for Greenway PrimeSuite software & support

15. and the replacement of dry erase boards and sixty two (62) chairs.

Information Technology requests the reclassification of one (1) IT Enterprise Security
Officer position. This position is responsible for the security of all network and computer
systems County-Wide. In recent years, the County has been required to become CJIS and
PCI compliant. Multiple systems have been implemented and require support such as
two-factor authentication, login management, IPS/IDS, network scanning, and wireless /
mobile device management.

The department also requested the purchase of Cisco Mobility Service Engine which
would allow I/T to provide wireless connectivity while protecting network infrastructure.

The department also requested the purchase of Admin Studio (MSI Builder) software
which would improve the software update process by quickly producing hard disk images
to push out to necessary employees, reducing technician hours.

411 Elm Street - 3rd Floor, Dallas Texas 75202-3340
(214) 653 - 1167 e Fax (214) 653 - 7363 e shahrzad.rizvi@dallascounty.org



The department also requested the purchase of Netwrix Auditor Software to provide
monitoring and alerts to changes made to file servers.

The department also requested the replacement of 6 enhanced laptops/desktops needed
for I/T team members who require more processing power, RAM and graphics

capabilities.

The department also requested the purchase PrinterLogic Software which would help
automating configuring and managing print queues for network printers.

The department also requested the replacement of Data Archive which would provide
secure storage or Onbase and Exchange for the next 4-7 years.

The department also requested the replacement of the Tape backup system which would
decrease the time it takes to perform backups and increase storage capacity by 375%

The department also requested the replacement of Cisco Network Switches for a critical
system upgrade to enhance VOIP, wireless video capabilities.

The department also requested the purchase UCS Server Blades to handle anticipated
growth in County requires and to support multiple systems for multiple departments.

Figure 1

FY2015 Revenues vs. Expenditures

Beginning Balance
Revenues
Total Sources

IT Baseline Salaries

IT Operations Budget Request
Transfer to Other Funds
Hardware Refresh

Microsoft Site License

Total Expenditures

Ending Balance

Position Reclassifications
IT Enterprise Security Officer

Furniture
62 Replacement Chairs & Boards

Total Cost of Budget Requests
(PIRS)

FY2015 MTF Ending Balance

$3,058,143
$23,153,000
$26,211,760

$11,423,724
$11,559,387
$1,672,076
$800,000
$935,000
$27,377,527

-$1,166,384

$11,987

$6,000

$926,312

-$2,110,683

The department also requested the
purchase Cisco ASR 1002 Router
which will provide greater speed
and enhanced connectivity to
County’s 20 T-1 circuits.

The department also requested the
purchase UPS’s for VOIP phones to
help keep multiple systems running
across various department when
electricity is unavailable.

The department also requested the
purchase Airmagnet Wifi Analyzer
which will assist with service to the
public wifi and improved
management and protection controls

The department also requests the
replacement of sixty two (62) chairs
and three (3) dry erase boards that
have either broken or have
deteriorated to an unusable state.

Office of Budget & Evaluation



recommends that the HHS EHR (Greenway PrimeSUITE software license, support,
interface & related services) be paid and accounted out of the MTF Fund. In FY15 these
items were paid out of the HHS department account.

FINANCIAL IMPACT

Figure 1 shows the FY2016 Major Technology Fund Budget is estimated to have an
ending balance of -$1,356,708. This is primarily due to an increase in transfers to other
funds of $1,843,363 for the repayment of Techshare.Courts, ACMS Prosecutor, JCMS,
and Sheriff Ticketing which were funded in the Major Capital Development Fund and the
General Fund with future repayment by the Major Technology Fund.

With a projected increase in the tax base FY2016 the Office of Budget & Evaluation
proposes a 0.2 cent increase in the allocation of revenues from the General Fund to the
Major Technology Fund. This recommendation would increase the projected allocation to
be $28.38 million, which is approximately 5 million more than in FY2015.

The annual recurring cost of reclassifying the IT Enterprise Security Officer position is
$11,978.

The annual recurring cost for the Health and Human Services Electronic Health Record
software (Greenway PrimeSUITE) and services are estimated to be $66,960.

Figure 2 outlines Program Improvement Requests with non-recurring costs.
Figure — 2: Non-Recurring FY16 Costs for Program Improvement Requests

purchase of Cisco Mobility Service Engine. $42,000
purchase of Admin Studio (MSI Builder) software $10,000
purchase of Netwrix Auditor Software $25,000
replacement of 6 enhanced laptops/desktops $12,000
purchase of PrinterLogic Software $60,000
replacement of Data Archive $200,000
replacement of the Tape backup system $250,000
replacement of Cisco Network Switches $315,000
purchase UCS Server Blades $100,000
purchase Cisco ASR 1002 Router $43,000
purchase UPS’s for VOIP phones $29,000
purchase Airmagnet Wifi Analyzer $93,000
replacement of 62 chairs $6,000
Total of all Non-Recurring Requests 1,185,000

The total impact of all FY16 improvement requests are $1,196,978

RECOMMENDATION

The Office of Budget and Evaluation recommends the Information Technology Executive
Governance Committee review the requests submitted by the department and make a
recommendation on the use of funds for FY2016.




OPERATING EXPENDITURE DETAIL

Department Data Services Budget No. 1090
Expense FY2014 FY2015 FY2015 FY2016
Codes Actual Budget Projection Request Comments and Justification
Salaries and Benefits Salaries reflect 3% increase
1010 $180,976 $189,353 $189,353 $195,034 | [Salaries - Official per info from Budget
1020 $6,687,239 | $7,847,794 | $7,847,794 | $8,821,228 | |Salaries - Staff Plus 6 positions added in Jan. 2015
1070 $9,137 $9,137 $9,137 $9,137 | |Automobile Allowance and stipends for Lead positions.
1080 $1,746 $0 $0 | [Milage Reimbursement
1090 $0 ($200,929)(  ($200,929)|  ($225,407)| |Salary Lag 2.5% of Salaries
1111 $398,500 $498,303 $498,303 $559,008 FICA
1112 $94,362 $116,539 $112,520 $126,228 Medicare
1120 $574 $0 $1,290 $0 Sick Leave
1140 $816,911 $782,000 $803,715 $901,626 Insurance - Employer
1150 $781,454 $924,272 $835,863 | $1,036,870 | |Retirement-Employer
1160 $0 $0 $8,037 $0 | |Unemployment Insurance
1190 $10,896 $0 $24,111 $0 | |Workers Compensation - Employer
$8,981,795 | $10,166,469 | $10,129,195 | $11,423,724 Total Salaries and Benefits
Operating Expenses
2090 $6,718 $6,000 $5,100 $19,025 | |Property < $5,000 See form D
2093 $0 $29,000 | |Hardware < $5,000 See PIR Forms
2095 $30,087 $1,556 $1,556 $0 Software < $5,000
2160 $16,607 $65,326 $18,573 $65,326 Office Supplies
2170 $227 $1,500 $693 $1,500 Postage
2180 $13 $719 $155 $719 | |[Printing (business cards)
2230 $541 $8,402 $8,402 $8,402 DDA
2460 $62,723 $190,513 $190,513 $190,513 Training
2690 $7,524 $9,000 $9,000 $9,000 | |Hardware and Electrical Supplies
4010 $36,904 $20,000 $24,132 $20,000 | |Business Travel
5590 $2,108,523 | $2,828,809 | $2,828,809 | $3,000,000 | |Professional Services
6520 $3,238,399 | $4,208,664 | $3,865,000 | $4,200,000 | |Maintenance New maint. Items + increased
6540 $2,630,565 | $4,976,416 | $4,976,416 | $3,800,000 | |Data Processing Contracts costs.
7020 $1,372 $3,342 $1,029 $3,342 | |Equipment Rental
7211 $136,500 $138,500 $138,500 $138,500 Internet Circuit / Fiberlight
7213 $5,664 $7,100 $6,012 $7,100 | |Cellular Phone
$8,282,367 | $12,465,847 | $12,073,890 | $11,492,427 Total Operating Expenses
Repayments
7910 $176,505 $78,447 $78,447 $78,447 | |Repay General Fund
7996 $932,149 $1,593,629 $1,593,629 $1,593,629 Repay Capital Fund
$1,108,654 | $1,672,076 | $1,672,076 | $1,672,076 Total Repayments
Capital Items
8630 $193,989 $0 $959,300 | [Hardware > $5,000 See PIR Forms
8640 $264,368 $99,000 $22,000 $95,000 Software > $5,000 See PIR Forms
$458,357 $99,000 $22,000 | $1,054,300 Total Capital Items
$18,831,173 | $24,403,392 | $23,897,161 | $25,642,527 Total
Budget Office Review FY2016
Page 1
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REPLACEMENT EQUIPMENT REQUEST

Department IT

Budget No.

1090

Item to be Age Property Estimated Cost
Priority Replaced (years) Number of Replacement Comments/Justification
. NA $13,500 Existing chairs are old, dirty, worn and break
1 P”mary. Desk 7-13 on a regular basis. Need new, safe and
Chairs professional appearance.
(Qty 44)
5 Secondary 7-13 NA $615
Desk Chairs
(Qty 2)
3 Guest Chairs 7-13 NA 54,910
Chairs
(Qty 16)
4
5
6
7
8
9
10
Form D
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PROGRAM IMPROVEMENT REQUEST
COMPUTER HARDWARE AND SOFTWARE

Department Office of Information Technology Budget No. 1090
Purchase New Cisco Mobility H
Title of PIR Services Engine w/IPS Request Type
(assigned by . .
PIR # Data Services) Possible Funding Source

Description of Need and Justification
Purchase 1Cisco Mobility Services Engine (MSE) w/IPS.

Total = $42,000
Dallas County currently has 500+ wireless access points. These provide access that is important to the

MSE will allow IT to provide / support wireless connectivity while protecting and managing the network
infrastructure.

County workforce. — but they increase our exposure to malware attacks, address spoofing and such. Cisco

Expected Benefits
This device will provide:
level and block them.

e Protect against network intrusion.
e Monitor and manage signal strength and signal interference.

network resources); Multi-use systems (used by hundreds of users daily in multiple County facilities)

e The ability to identify and locate the source of rogue wireless attacks at the access point

Help provides service to the Public (through wireless access); Improved Management Controls (protecting

Department Head Signature Priority
Department Contact Person W. Henderson Phone 214-653-6072
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

FY2016 Operating Budget / Capital Improvement Plan Preparation Manual




PROGRAM IMPROVEMENT REQUEST
COMPUTER HARDWARE AND SOFTWARE

Department Office of Information Technology Budget No. 1090
New Admin Studio (MSI Builder) S
Title of PIR Request Type
(assigned by . .
PIR # Data Services) Possible Funding Source

Description of Need and Justification
Total = $10,000

Many County computer applications are ‘thick client’ based — requiring a software component to be
installed on the desktop. Updating the components or installing new software requires updates to the
desktop computers. The requested software will assist the IT team with the software updates by packaging
the software updates into a Microsoft Installer (MSI) component that can be pushed to the desktop —
eliminating the need to physically visit and update each desktop.

Expected Benefits

Building these images is a complex process; and not all software vendors provide MSI files for
installation. The MSI builder, plus a training class, will assist us with creating the builds more
quickly, and with greater accuracy.

In 2013, IT had to send technicians to 1500 desktop computers around the County to update
Kronos. It took 20 minutes at each machine. 500 hours x $55 = $27,500. The software will help
with Cost Avoidance as well as Improved Controls that will help ensure software updats are
successfully pushed to the desktop level.

Department Head Signature Priority
Department Contact Person W. Henderson Phone 214-653-6072
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

FY2016 Operating Budget / Capital Improvement Plan Preparation Manual




PROGRAM IMPROVEMENT REQUEST
COMPUTER HARDWARE AND SOFTWARE

Department Office of Information Technology Budget No. 1090
Purchase Netwrix Auditor Software S
Title of PIR Request Type
(assigned by . .
PIR # Data Services) Possible Funding Source

Description of Need and Justification

Purchase Netwrix software.
Total = $25,000

The purpose for product is to provide monitoring and alerting on any changes made to file servers.

Expected Benefits

This product will enable user accountability for any changes made to the County file servers.
Currently we have no way to track this information.

This will provide Improved Management Controls for security and compliance audits; will log
who changed what and when; will help monitor file access rights; will allow review of
unauthorized access attempts to data.

Department Head Signature Priority 3
Department Contact Person W. Henderson Phone 214-653-6072
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

FY2016 Operating Budget / Capital Improvement Plan Preparation Manual




PROGRAM IMPROVEMENT REQUEST
COMPUTER HARDWARE AND SOFTWARE

Department Office of Information Technology Budget No. 1090
Replace Old Desktop and Laptop R
Title of PIR Computers Request Type
(assigned by . .
PIR # Data Services) Possible Funding Source

Description of Need and Justification
Purchase 6 enhanced laptops / desktops @ $2,000 / each

Total = $12,000

The Operations team has several laptops and desktops that are more than four years old. Request replacing
these machines. These team members require more processing power than the typical County user. They
are working with the latest server and storage solutions. They run multiple systems and need the latest
processors and RAM to guarantee improved performance, graphics, etc.

Expected Benefits

This is a Critical System Upgrade.

system / environments.

New systems are required to handle virtualization, software testing and monitoring multiple

Department Head Signature
Department Contact Person

Received by Office of Budget and Evaluation

W. Henderson

Priority 2

Phone 214-653-6072

Rec’d by Data Services

Scoring
Cost Savings

Cost Avoidance
Legal Requirements

Service to the Public

Improved
Management
Controls

Multi-Use Systems
Cost Recapture

Critical System
Upgrade

FormH
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PROGRAM IMPROVEMENT REQUEST
COMPUTER HARDWARE AND SOFTWARE

Department Office of Information Technology Budget No. 1090
Purchase PrinterLogic Software S
Title of PIR Request Type
(assigned by . .
PIR # Data Services) Possible Funding Source

Description of Need and Justification

Purchase PrinterLogic software.

Total = $60,000

Manually configuring and managing print queues is a time-consuming process. PrinterLogic can automate
this task to a high degree.

Expected Benefits

The product allows users to handle their own printer installations, thus freeing up time for desktop
and server team to focus on more important tasks.

Department Head Signature Priority 2

W. Henderson Phone 214-653-6072

Department Contact Person

Received by Office of Budget and Evaluation Rec’d by Data Services

Scoring

Cost Savings Improved
Management
Controls

Cost Avoidance
Legal Requirements

Service to the Public

Multi-Use Systems
Cost Recapture

Critical System
Upgrade

FormH

FY2016
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PROGRAM IMPROVEMENT REQUEST
COMPUTER HARDWARE AND SOFTWARE

Department Office of Information Technology Budget No. 1090
Purchase Replacement Archive R
Title of PIR Request Type
(assigned by . .
PIR # Data Services) Possible Funding Source

Description of Need and Justification

Purchase a replacement for the County’s data archive (Onbase Images / Email). Two devices for
redundancy @ $100,000 each.

Total = $200,000

The EMC Centera systems are used to store data in an environment that cannot be modified. They are used
for both the Onbase and Exchange environments. We cannot renew the maintenance after this year.

Expected Benefits

Replacement storage systems will provide secure storage for Onbase and Exchange for the next 4-
7 years.

Department Head Signature Priority 1
Department Contact Person W. Henderson Phone 214-653-6072
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
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PROGRAM IMPROVEMENT REQUEST
COMPUTER HARDWARE AND SOFTWARE

Department Office of Information Technology Budget No. 1090
Replace Tape Backup System R
Title of PIR Request Type
(assigned by . .
PIR # Data Services) Possible Funding Source

Description of Need and Justification
Total = $250,000

Current Dell backup system is 8+ years old; using LTO3 technology. System maintenance is unavailable
through Dell.

Expected Benefits

Replacement system will provide new hardware (under warranty), the ability to use LTO5
technology (375% increase in storage capacity), and faster drives. This will reduce the number of
tapes required, and should decrease the amount of time it takes to perform backups

This is a critical system upgrade.

Department Head Signature Priority 1
Department Contact Person W. Henderson Phone 214-653-6072
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

26—
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PROGRAM IMPROVEMENT REQUEST
COMPUTER HARDWARE AND SOFTWARE

Department Office of Information Technology Budget No. 1090
Replacement Network Switches R
Title of PIR Request Type
(assigned by . .
PIR # Data Services) Possible Funding Source

Description of Need and Justification
Purchase 35 replacement Cisco network switches @ $9,000 each.

Total = $315,000

The majority of the Dallas County switches are 7-10 years old and cannot be used to support wireless,
video, or VoIP technologies. Will not support latest OS.

Expected Benefits

New technology Cisco switches have faster processors, more ram, newer OS, and are designed to
handle technology for the next 7-10 years.

These are critical system upgrades.

Department Head Signature Priority 1
Department Contact Person W. Henderson Phone 214-653-6072
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

26—
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PROGRAM IMPROVEMENT REQUEST
COMPUTER HARDWARE AND SOFTWARE

Department Office of Information Technology Budget No. 1090
Purchase Cisco UCS Server Blades H
Title of PIR Request Type
(assigned by . .
PIR # Data Services) Possible Funding Source

Description of Need and Justification
Purchase 4 Cisco UCS Server Blades @ $25,000 each.

Total = $100,000

Requesting 4 additional server blades to handle anticipated growth in the County requirements.

Expected Benefits

Server blades would be used to supplement both the SQL Server and VMWare production
environments. These will support multiple systems for multiple departments / users.

Department Head Signature Priority 2
Department Contact Person W. Henderson Phone 214-653-6072
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
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PROGRAM IMPROVEMENT REQUEST
COMPUTER HARDWARE AND SOFTWARE

Department Office of Information Technology Budget No. 1090
Purchase Replacement Cisco Router R
Title of PIR for County’s T1 Circuits Request Type
(assigned by . .
PIR # Data Services) Possible Funding Source

Description of Need and Justification
Purchase 1 Cisco ASR 1002 router.

Total = $43,000

The core router that currently provides connectivity for Dallas County’s 20 data T-1 circuits to
remote sites is 12 years old and no longer supported by Cisco

Expected Benefits

The ASR 1002 will provide greater speed and enhanced connectivity in a modular platform
designed to handle the County's needs for the next 5-7 years

This is a critical system upgrade.

Department Head Signature Priority 2

W. Henderson Phone 214-653-6072

Department Contact Person

Received by Office of Budget and Evaluation Rec’d by Data Services

Scoring

Cost Savings Improved
Management
Controls

Cost Avoidance
Legal Requirements

Service to the Public

Multi-Use Systems
Cost Recapture

Critical System
Upgrade

FormH
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PROGRAM IMPROVEMENT REQUEST
COMPUTER HARDWARE AND SOFTWARE

Department Office of Information Technology Budget No. 1090
i Purchase New APC UPS’s for VOIP H
Title of PIR Support. Request Type
(assigned by . .
PIR # Data Services) Possible Funding Source

Description of Need and Justification

Purchase 10 each of the following:

Model APC SMC1500RM2U (10 x $1200 = $12,000)

Model APC SMX3000RMLV2U UPS (10 x $1700 = $17,000)
Total = $29,000

As the IP phone project progresses, network switches will require backup power to avoid losing telephone
service in power outage. These will be deployed in various locations.

Expected Benefits
\With UPS in place, power outages in network closets should not impact data or telephony traffic.

The UPS devices will help keep multiple systems (phone/network) running across various departments.

Department Head Signature Priority 4
Department Contact Person W. Henderson Phone 214-653-6072
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
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PROGRAM IMPROVEMENT REQUEST
COMPUTER HARDWARE AND SOFTWARE

Department Office of Information Technology Budget No. 1090
Purchase New Airmagnet Wifi S
Title of PIR Analyzer Request Type
(assigned by . .
PIR # Data Services) Possible Funding Source

Description of Need and Justification
Purchase 1 Airmagnet Wifi Analyzer (Pro).

Total = $9,300
AirMagnet WiFi Analyzer PRO automatically detects the root cause of dozens of wireless AP security and

performance problems, explains alarms in simple terms, and offers recommendations on how to solve or
manage complex issues.

Expected Benefits

It is a highly portable WLAN software tool that travels to the source of WLAN problems enabling faster
and accurate fault finding without any AP downtime. The solution enables network managers to easily test
and diagnose dozens of common wireless performance issues, including throughput issues, connectivity
issues, device conflicts and signal multipath problems.

This is expected to assist with service to the public (wifi in core County facilities) and improved
management controls as the wireless network is easier to manage and protect.

Department Head Signature Priority 3
Department Contact Person W. Henderson Phone 214-653-6072
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
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PROGRAM IMPROVEMENT REQUEST

ADDITIONAL STAFF
Department Forensic Sciences Budget No 4031
Brief Title of PIR Administrative Legal Advisor (Attorney V)
Approx. Net Cost
$138,110 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.

Discussion of Related Performance Measure

FY16
Number of contracts processed by Attorney V 15
Number of subpoenas reviewed by Attorney V 100
Number of public information requests reviewed by Attorney V 120

Staff Review and Comment

Form E FY2016

FY2016 Operating Budget / Capital Improvement Plan Preparation Manual
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PROGRAM IMPROVEMENT REQUEST COST WORK SHEET

Brief Title of PIR County Clerk
Staff Cost

Grade Forensic Sciences

Salary

FICA @ 7.65% 8131

Retirement @ 11.5% 12.224

Insurance @ $8,500 8,500

ol 435 147

Related Equipment
Number

Desk 745

Furniture 518

Computer 2,000

Printer

Network Cabling

Software

Vehicle

Travel

Pager

Cell Phone

Other

Total 4031.05590

Other Costs (describe)

Special Training

Consultant Fees

Renovation/Space

Total O

Less Additional Revenue Source

Grand Total $138,110

Form E1 FY2016

FY2016 Operating Budget / Capital Improvement Plan Preparation Manual
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FY16 Reclassification Detail

Criminal Investigation Laboratory Positions:

Job Code
3020200
3020400
3020300
3018700
3019100
3014600
3018800

Position
Chief of Physical Evidence
Chief of Forensic Chemistry
Deputy Chief Physical Evidence
Deputy Chief Forensic Chemistry
Forensic Biology Supervisor
Toxicology Supervisor
Controlled Substances Supervisor

Medical Examiner Positions:

Job Code
3019000
3015800
3015600

Position
Forensic Operations Administrator
Chief Medicolegal Death Investigator
Deputy Chief Medicolegal Death Investigator

Current
Grade
PM
PM
MM
MM
JM
IM
IM

Current
Grade
K
|
G

P B P H PSR

Salary

115,212

115,212
89,650
89,650
73,954
68,323
68,323

77,206
66,297
56,969

R A S A R R

©*H BB B

Benefits
30,863
30,863
25,968
25,968
22,962
21,884
21,884

23,585
21,496
19,710

Estimated

"Relative

Position"

Grade

D1
D1
NM
NM
KM
M
M

Estimated
Relative
Position Grade
M
J
H

Salary

$

$
$
$
$
$
$

&+ A &

153,131
153,131
97,214
97,214
79,032
73,954
73,954

88,008
72,051
61,357

Benefits

& P B PP PSR

&+ A &

38,125
38,125
27,416
27,416
23,935
22,962
22,962

25,654
22,598
20,550

©® A B

45,180
45,180
9,013
9,013
6,050
6,709
6,709

12,871
6,856
5,228

152,810



REPLACEMENT EQUIPMENT REQUEST

Department SWIFS: Medical Examiner Budget No. 3312
Item to be Age Property Estimated Cost
Priority Replaced (years) Number of Replacement Comments/Justification
; H H The dictaphones/transcribers used by the MEs

1 Medlc_al Various | Various $201000 were discontinued in 2006. Request replacement
Examiner with digital devices and related voice recognition
Dictation System software.* Grant Application Pending

2 Digital recorders $10,450 (19 @ $500;

digital recorder transcription kit $2,000 (5
@ $400);medical speech recog software
$7500 (5 @ $1500)

3 X-ray, dental |24 DC #66177 | $10,000 Backup dental x-ray no longer

IES #0387 works. Requesting replacement
with smaller, hand-held unit.

4 i The use of a tissue cassette labeler is a pathology
HIStOIOgy 11 DC #94226 $27,000 laboratory industry standard practice designed to
Cassette ensure proper (i.e., accurate and permanent)

identification of tissue specimens. Current labeling
Labele equipment needs replacement due to age.
5 4 IFS Nos: 1510 Routi I t of aut .S i
Autopsy saws |, s $5,375 Roune epscementof aiapsy saws Saws eceve
2 1900 (5 @ $1075 ea,) or until the vendor advises that the unit cannot be
2 1902 repaired before replacement is requested.
2
6 Cameras, ii IOIB%QJOS.: $2,600 (4 @ Rou(;ir;e ;eplacgmen:]o{ di_gitalf35mm cameras
.. used by forensic pathologists for autopsy
dlgltal 6 32(2)5 $650/ea) photography and by Medicolegal Death
6 913 Investigators for death scene photography.
7 Chairs, Admin |Variou | No County | $2,590 Replacement office chairs for
S or IFS Nos. | (5 @ $518 ea.)| Medical Examiners and
Admin staff.

8

9

10

Form D FY2015
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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

June 16, 2015
To: Commissioners Court

Through: Ryan Brown, Budget Officer

From: Ronica L. Watkins, Assistant Budget Officer
Subject: Justices of the Peace Misc. Equipment 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
Justices of the Peace Courts submitted the following new requests:

Justice of the Peace 1-1
1. Projector Screen to use in court

Justice of the Peace 3-1
1. Replacement shredder

Justice of the Peace 3-2
1. 12 - wireless keyboard and mouse to allow for more working space for clerks
2. 1- court room chair

Justice of the Peace
1. Guest counter for waiting area

FINANCIAL IMPACT

Justice of the Peace 1-1
e Projector Screen to use in court - The estimated one time cost of a projector
screen to be utilized in JP 1-1 court is $350.

Justice of the Peace 3-1
e Replacement shredder — sent to Records Management for review and pricing

411 Elm Street - 3rd Floor, Dallas Texas 75202-3340
(214) 653 - 6363 © Fax (214) 653 - 6517 e Ronica.watkins@dallascounty.org



Justice of the Peace 3-2
e The estimated one time cost of a 12 - wireless keyboard and mouse to allow for
more working space for clerks - $720 ($60 each)
e The estimated one time cost of 1- courtroom chair is $667

Justice of the Peace
e The estimated one time cost for a guest counter for waiting area is $1,100.

RECOMMENDATION

The Office of Budget and Evaluation recommend the following equipment:

Justice of the Peace 1-1
e Projector Screen to use in court - The estimated one time cost of a projector
screen to be utilized in JP 1-1 court is $350.

Justice of the Peace 3-2
e The estimated one time cost of a 12 - wireless keyboard and mouse to allow for
more working space for clerks - $720 ($60 each).
e The estimated one time cost of one courtroom chair is $667.

Justice of the Peace
e The estimated one time cost for a guest counter for waiting area is $1,100.

The total recommended equipment cost is $2,837.



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: Juvenile 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
Juvenile District Courts submitted the following requests:

1. Fax Machine
a. The 304" Juvenile District Court is requesting one fax machine to replace
the non-working fax machine they currently have.
2. Tables
a. The 305" Juvenile District Court is requesting 2 tables in the courtroom
that need to be replaced.
3. Chair
a. The 305" Juvenile District Court is requesting one chair for a court
reporter in the Auxiliary Court who does not currently have a chair.
4. File Cabinet
a. The 305" Juvenile District Court is requesting one vertical, letter size,
locking, metal 2 drawer file cabinet in order to file confidential
information retained by the court.
5. Content Adaptor Rings
a. The 305" Juvenile District Court is requesting 2 content adaptor rings
which are needed to complete the installation of court room audio visual
equipment.

FINANCIAL IMPACT

The estimated one time cost of one fax machine is $389.

The estimated one time cost per table is $535, for a total of $1,070 for both tables.
The estimated one time cost of one chair is $339.

The estimated one time cost of one file cabinet is $194.

The estimated one time cost per content adaptor ring is $231, for a total of $462
for both content adaptor rings.

agrownE

411 Elm Street - 3rd Floor, Dallas Texas 75202-3340
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RECOMMENDATION
The Office of Budget and Evaluation recommends:
1. The request for one fax machine was reviewed and recommended by Records
Management during the 2015 Fiscal Year.
Replacing two tables
Purchasing one chair
Purchasing one file cabinet
Purchasing two content adaptor rings. The request for content adaptor rings has
been sent to the Facilities department for further review.

okrwn

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 $1,992.



REPLACEMENT EQUIPMENT REQUEST

Department 305" District Court Budget No. #4320
Item to be Age Property Estimated Cost
Priority Replaced (years) Number of Replacement Comments/Justification
1 2 Tables in the $535 per table Work/Trial table for use in the court for
305" District Court |20+ years Basyx by Hon . |prosecutors and defense attorneys during
Room Mod#HBLCI6R 967 x| coyrt hearings.
44” Rectangular
2 Court Reporters Did not $339 Administration The Auxiliary Court has never had a
Chair have a Mgr'éT""Sk Court Reporter Chair
Chair for Asynchronous
C w/Arm Seat Glide, Hon
3 Vertical, letter size, Needed to file confidential information
locking, metal 2 $194 (Hon 312P) retained by the court
drawer
4 2 Content Adaptor $230.97 per Needed to complete the installation of
Rings Adaptor =Total Court Room Audio Visual Equipment.
$461.94 Need to make the equipment operable.
5
6
7
8
9
10
Form D
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REPLACEMENT EQUIPMENT REQUEST

Department

B Uit (ot

Budget No.

LIF IO

Priority

ltem to be
Replaced

Age
(years)

Property
Number

Estimated Cost
of Replacement

Comments/Justification

1

Fax Machine
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Comments/Justification

The 304" District Court does not have a fax machine. The one located in the office of the Court
Recorder was given to the previous administration by Attorney Kris Balekian-Hayes. [t barely sends
faxes and we never receive them. We need fo be able to scan, fax, copy and print if need her in the
office and not go % mile down the hall to share with everyone on this floor. | send 100% of my Orders of
Appointments via email because it is verification that it was received. This will save the county money
on postage and paper as well as our department being more productive.

Sld Foge geoel oo UABRSK ST 2aaa]



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: Juvenile 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
Juvenile department submitted the following requests:

Juvenile Detention
1. Duress Alarms
a. The Juvenile Detention Center is requesting 15 duress alarms be replaced
due to the fact that they are too costly to repair.
2. Folding Tables
a. The Juvenile Detention Center is requesting 10 folding tables be replaced
due to the fact that they are too costly to repair.
3. Mattresses
a. The Juvenile Detention Center is requesting 200 mattresses be replaced
due to their unsanitary condition.
4. Task Chairs
a. The Juvenile Detention Center is requesting 10 task chairs be replaced due
to the fact that they are too costly to repair.

Juvenile Hill Center
5. Licensed Barber
a. The Juvenile-Hill Center is requesting funds for a licensed barber to do 40
cuts per month.
6. Mattresses
a. The Juvenile Hill Center is requesting 24 mattresses to be replaced due
their unsanitary condition.
7. Task Chairs.
a. The Juvenile Hill Center is requesting 2 task chairs be replaced due to the
fact that they are too costly to repair.
8. Executive high back chairs
a. The Juvenile Hill Center is requesting 3 executive high back chairs to be
replaced due to the fact that they are broken.

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



9. Desktop Computer
a. The Juvenile Hill Center is requesting one computer for the
superintendent’s office. The request includes one Microsoft Office
License.
10. Portable Radios
a. The Juvenile Hill Center is requesting 3 portable radios to allow for better
communication amongst staff.

Juvenile Letot
11. Steel Storage Cabinet
a. The Juvenile Letot Center is requesting Steel Storage Cabinets to replace
the current shelving which is bent and rusted.
12. Licensed Barber
a. The Juvenile Letot Center is requesting funds for a licensed barber to do 8
cuts per month.
13. Desk Chairs
a. The Juvenile Letot Center is requesting 9 desk chairs to replace old and
worn out donated chairs.
14. Portable Radios
a. The Juvenile Letot Center is requesting 2 portable radios to allow for
better communication amongst staff. The Juvenile Letot RTC center is
requesting 9 portable radios.
15. Laptop Bundle
a. The Juvenile Letot Center is requesting 2 laptop bundle to be shared by 8
staff members when the accompany residents to professional visits. One
for residential and one for intake.

Juvenile Youth Village
16. Laptop Bundle
a. The Juvenile Youth Village is requesting one laptop bundle to replace a
nonfunctioning desktop computer.
17. Guest Chairs
a. The Juvenile Youth Village is requesting 8 guest chairs to replace donated
worn out chairs.
18. Folding Tables
a. The Juvenile Youth Village is requesting 8 folding tables to use for large
campus events.

Juvenile Medlock
19. Laptop bundle
a. The Juvenile Medlock is requesting one laptop bundle in order to meet
Tech Share requirements.
20. Portable Radios
a. The Juvenile Medlock is requesting 12 portable radios in order to maintain
safety and security in all areas of the facility.
21. Guest Chairs



a. The Juvenile Medlock is requesting 9 guest chairs for the reception area
and dorm areas which have never previously had chairs.

Juvenile Administration

22.

23.

24,

25.

26.

217.

28.

29.

30.

31.

32.

33.

34.

Laptop Bundle
a. The Juvenile Administration Department is requesting one laptop bundle
for Budget Service to be able to be mobile when visiting Juvenile
locations.
iPads with Keyboards
a. The Juvenile Administration Department is requesting 2 iPads with
portable keyboards. The iPads will allow the evaluator/investigator to
dictate their findings during the site review/investigation. The portable
keyboards are needed to dictate the information during the site
review/investigation.
Laptops
a. The Juvenile Administration Department is requesting 5 laptops needed
because of TechShare needs.
Monitors
a. The Juvenile Administration Department is requesting 3 monitors needed
because of TechShare needs.
Desktops
a. The Juvenile Administration Department is requesting 5 desktops needed
because of TechShare needs.
iPads with keyboard cases
a. The Juvenile Administration Department is requesting 3 iPads with
keyboard cases needed because of TechShare needs.
Television
a. The Juvenile Administration Department is requesting one television to
replace the current nonfunctioning television which is used for training
purposes.
15 passenger Van
a. The Juvenile Administration Department is requesting one 15 passenger
van needed to transport Juveniles attending the Evening Reporting Center.
Conference Table
a. The Juvenile Administration Department is requesting one conference
room table in order to be able to accommodate the entire staff at meetings.
Conference Chairs
a. The Juvenile Administration Department is requesting conference room
chairs in order to be able to accommodate the entire staff at meetings.
Knee and elbow pads
a. The Juvenile Administration Department is requesting one set of 26 knee
and elbow pads needed for the probation academy.
Printer
a. The Juvenile Administration Department is requesting one HP laser Jet
printer to replace a nonfunctioning printer.
Reclassification



a. The Juvenile Administration Department is requesting a reclassification
for one Clerk 11 (6) to a proposed grade of 10. The position requires
specialized knowledge of the TechShare interworking.

35. Reclassification

a. The Juvenile Administration Department is requesting a reclassification
for one Office Service Supervisor (C) to a proposed grade of D due to the
fact that the complexity of the work has increase and additional
responsibilities have been added.

36. Reclassification

a. The Juvenile Administration Department is requesting a reclassification
for one Budget Service Supervisor (H) to a proposed grade of M and a title
change to Chief Financial Officer. The request is due to a growth in
requirements and responsibilities for the position.

37. New Position

a. The Juvenile Administration Department is requesting one new secretary
(6) in order to offer staff support and to provide customer service to the
families and juveniles who receive psychological services.

38. New Position

a. The Juvenile Administration Department is requesting one new
psychologist (JM) in order to provide psychological services to the
residents of the Dallas County Letot Girls Residential Treatment Center.

39. New Position

a. The Juvenile Administration Department is requesting one new Drug
Intervention Specialist (EE) in order to provide intensive substance abuse
treatment, drug education, substance abuse relapse prevention planning for
the youth of the Dallas County Youth Village and Medlock Residential
Treatment facilities.

40. New Position

a. The Juvenile Administration Department is requesting one new Data
Analyst (12) which had been funded from Grant fund 7302 to be
transferred to the General Fund. The grant will no longer be available as of
FY2016.

FINANCIAL IMPACT
1. Duress Alarms
a. The estimated one time cost of replacing 15 duress alarms at $190 per
chair is an estimated $2,850.
2. Folding Tables
a. The estimated one time cost of replacing 10 folding tables at $150 per
table is an estimated $1,500.
3. Mattresses
a. The estimated one time cost of replacing 200 mattresses at $26 per
mattress is $5,200.
4. Task Chairs
a. The estimated on time cost of replacing 10 task chairs at $380 per chair is
$3,800.




10.

11.

12.

13.

14.

15.

16.

17.

18.

19.

20.

21.

22.

23.

Licensed Barber
a. The estimated annual recurring cost of a licensed barber is an estimated
$2,400.
Mattresses
a. The estimated one time cost of replacing 24 mattresses at $100 per
mattress is $2,400.
Task Chairs
a. The estimated one time cost of replacing 2 task chairs at $380 per chair is
$760.
Executive high back chairs
a. The estimated one time cost of replacing 3 chairs at $245 per chair is
$735.
Desktop Computer
a. The estimated one time cost of one desktop computer with Microsoft
Office is $1,025.
Portable Radios
a. The estimated one time cost of the 3 portable radios is $2,400.
Steel Storage Cabinet
a. The estimated one time cost of steel storage cabinets is $929.
Licensed Barber
a. The estimated annual recurring cost of a licensed barber is an estimated
$480.
Desk Chairs
a. The estimated one time cost of 9 desk chairs at $339 per chair is $3,051.
Portable Radios
a. The estimated one time cost of the 11 portable radios is $8,800.
Laptop Bundle
a. The estimated one time cost of 2 laptop bundles is $4,000.
Laptop Bundle
a. The estimated one time cost of one laptop bundle is $2,000.
Guest Chairs
a. The estimated one time cost of 8 guest chairs at $277 per chair is $2,216.
Folding Tables
a. The estimated one time cost of 8 folding tables at $151 per table is $1,208.
Laptop Bundle
a. The estimated one time cost of one laptop bundle is $2,000
Portable Radios
a. The estimated one time cost of 12 portable radios at $1,300 per radio is
$15,600.
Guest Chairs
a. The estimated one time cost of 9 guest chairs is $3,875.
Laptop bundle
a. The estimated one time cost of one laptop bundle is $2,000.
iPads with Keyboards
a. The estimated one time cost of 2 iPads is $1,540. The estimated one time
cost of two portable keyboards is $120.



24,

25.

26.

27.

28.

29.

30.

31.

32.

33.

34.

35.

36.

37.

38.

39.

40.

Laptops
a. The estimated one time cost of 5 laptops is $10,000.
Monitors
a. The estimated one time cost of 3 monitors is $480.
Desktops
a. The estimated one time cost of 5 desktops is $5,125.
iPads with keyboard cases
a. The estimated one time cost of 2 iPads with keyboard cases is $2,310.
Television
a. The estimated one time cost of one television is $600
15 Passenger Van
a. The estimated one time cost of one 15 passenger van is $32,000.
Conference Table
a. The estimated one time cost of one conference room table is $441 for the
top and $640 for the base for a total of $1081.
Conference Chairs
a. The estimated one time cost of 9 chairs is $2,205.
Knee and elbow pads
a. The estimated one time cost of knee and elbow pads is $550.
Printer
a. The estimated one time cost of one printer is $250.
Reclassification
a. The estimated annual recurring cost of a reclassification for one Clerk 11
position from a Grade 6 to a Grade 10 is $2,725.
Reclassification
a. The estimated annual recurring cost of a reclassification for one Office
Service Supervisor position from a Grade C to a Grade D is $2,793.
Reclassification
a. The estimated annual recurring cost of a reclassification for one Budget
Service Supervisor position from a Grade H to a Chief Financial Officer
Grade M is $40,556.
New Position
a. The estimated annual recurring cost of one new secretary position, Grade
6 is $45,205. Furniture is available for the position.
New Position
a. The estimated annual recurring cost of one new Psychologist I/11, Grade
JM is $96,617. The estimated one time cost for furniture and computer
equipment is $2,987.
New Position
a. The estimated annual recurring cost of one new Drug Intervention
Specialist, Grade EE is 58,662. The estimated one time cost for furniture
and computer equipment is $2,987.
New Position
a. The estimated annual recurring cost of one new Data Analyst, Grade 12 is
$46,634. Furniture is available for the position.



RECOMMENDATION

The Office of Budget and Evaluation recommends:

CoNo~LNE

10.
11.
12.
13.
14.
15.
16.
17.
18.
19.
20.
21.
22.
23.
24,
25.
26.
27.

28.

Replacing 15 duress alarms

Replacing 10 folding tables

Replacing 200 mattresses

Replacing 10 task chairs

Adding funds for the licensed barber

Replacing the 24 mattresses.

Replacing the 2 task chairs.

Replacing 2 executive high back chairs.

Purchasing one computer with Microsoft Office license. The superintendent
spends half of the time in both locations she supervises, Juvenile Detention, and
Juvenile Hill Center. She does not have a desktop in both locations as other
superintendents do. She requires a desktop at both locations in order to operate
both centers effectively. Purchasing one laptop to carry from one location to the
other would be unsafe due to the environment the superintendent is working in.
The request for 3 portable radios has been sent to Mark Weathersby in Records
Management for review.

Replace current storage cabinet

Adding funds for the licensed barber.

Replace 6 desk chairs.

The request for 11 portable radios has been sent to Mark Weathersby in Records
Management for review.

Purchasing two laptop bundles with case and dock. The laptops would allow staff
to use time more efficiently and perform work duties while away from the office.
The request for one laptop bundle has been sent to the I.T. department for review.
Replace 8 guest chairs.

Replace 8 folding tables.

Purchase one laptop bundle with case and dock. The department currently does
not have a laptop available to meet Techshare requirements.

The request for 12 portable radios has been sent to Mark Weathersby in Records
Management for review.

Not replacing 9 guest chairs. The chairs are in good condition.

Not purchasing a laptop. The laptop is not needed to perform job duties.

Not purchasing iPads with keyboards. The iPads and keyboards can be purchased
with DDA funds.

Not Purchasing 5 laptops. They are not needed. The laptops will be primarily used
for training purposes. Users are currently sharing laptops.

Purchasing 3 monitors. This would allow Central Control to use TechShare while
still performing their regular duties.

Not purchasing 5 desktops. JSO’s are currently using the computer lab after their
shift. Desktops are not necessary.

Not funding the request for 3 iPads with keyboard cases. The request has been
withdrawn by the department.

Replacing one Television. The old television no longer functions properly and is
needed for training and orientation purposes.



29.

30.
31.
32.

33.
34.

35.

36.

37.

38.

39.

40.

Not purchasing one van. Juveniles in the ERC program are provided with bus
passes. The cost of funding additional bus passes is more cost-efficient that
purchasing one van.

Replacing one conference room table

Not replacing 9 chairs. The request for the chairs was withdrawn.

Purchasing knee and elbow pads. The items they are currently borrowing are
unhygienic and worn out due to the high volume of uses.

The request for one printer has been sent to the I.T. department for review.

The OBE recommends the reclassification of one Clerk Il and recommends the
Human Resources/Civil Service Department review the position for
reclassification. Duties for the Clerk have grown in complexity and require more
analytical thought.

The OBE recommends the Office Service Coordinator position remain at its
current grade. The employee has taken on additional responsibilities, some due to
his expertise in those fields. While the employee is doing additional tasks, the
duties of the Office Service Coordinator position have not grown in complexity.
The OBE recommends reclassifying one Budget Services Supervisor position
from a Grade H to a Grade I. Each Juvenile location has its own office managers
who prepare their own Budget. This position is not comparable to the Sheriff
Department’s CFO position. The estimated annual recurring cost of reclassifying
this position to a Grad I is $5,000. It is further recommended the Human
Resources/Civil Service Department determine the proper classification.

Not funding one secretary position. A full time secretary position existed in 2013
and was moved to another area of the Juvenile Department due to an internal
department decision.

As part of the FY2015 Budget four Psychologist Assistants (GM) were
authorized. As of May 2015, no juveniles have been placed at Letot Residential
Treatment Center. The office of Budget and Evaluation recommends deleting one
Psychologist Assistant and adding a Psychologist for Letot that can supervise the
Psychologist Assistants. The estimated annual recurring cost of deleting one
Psychologist Assistant and adding one Psychologist is $17,625.

The Juvenile Department is authorized five Drug Intervention Specialist Officers
at Medlock. Since the combined population of Medlock and Youth Village was
119 at the end of FY2014 compared to 186 in FY2008. The Office of Budget and
Evaluation does not recommend an additional Drug Intervention Specialist due to
the decrease in juvenile population of the two facilities.

The OBE recommends adding one new Data Analyst position, with the Human
Resources/Civil Service Department to determine the proper classification. This
position is currently grant funded.

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 $33,123 and an annual
recurring cost of $74,864.



Dallas County Juvenile Department
Juvenile Administration - 5110 Budget

FY2016
Expense Juvenile Administration 2013 Actuals 2014 Actuals 2015 Current 2016 Projected Difference

Code Budget

SALARIES AND BENEFITS
1010  Salaries - Official 164,626 177,124 176,499 176,499 -
1020  Salaries - Assistant 9,270,906 9,744,231 10,469,913 10,469,913 -
1025  Supplemental Pay 6,792 (6,792) - - -
1050 Salaries - Overtime 92 96 - - -
1060 Salaries - Extra Help 164,624 148,866 165,917 165,917 -
1070  Automobile Allowance 7,293 7,585 7,702 7,702 -
1080 Mileage Reimbursement 182,098 175,269 170,000 175,789 5,789
1090 Salary Lag - - (258,276) (258,276) -
1111 FICA 549,431 577,854 670,364 670,364 -
1112 Medicare 129,346 136,080 156,779 156,779 -
1113 PARS 45 - - - -
1120  Sick Leave Payoff 2,965 29,066 - - -
1140 Insurance -Employer 1,839,142 2,112,559 1,989,000 1,989,000 -
1150  Fringe Benefits Retirement 1,025,853 1,146,993 1,224,338 1,224,338 -
1190  Workers Compensation- County 106,559 125,250 - - -

SALARIES AND BENEFITS TOTAL $ 13,449,771  $ 14,374,181  $ 14,772,236 $ 14,778,025 $ 5,789

OPERATING EXPENSES

2050 Conference/Staff Development Expense - 13,390 1,140 4,843 3,703
2080 Dues & Subscriptions - - 150 50 (100)
2082  Subscriptions 670 - - - -
2090  Property Less than $5000 - 8,461 12,442 10,000 (2,442)
2093  Computer Hardware - - - 21,705 21,705
2095 Computer Software - - 176 3,000 2,824
2150 License & Permit Fees 4,100 750 3,850 2,900 (950)
2155  Notary /Bonds Fees 243 291 340 291 (49)
2160  Office Supplies 52,034 56,781 47,996 52,270 4,274
2170 Postage 20,673 15,949 27,546 21,390 (6,156)
2180  Printing / Imaging Expense 30,653 31,153 30,157 25,000 (5,157)
2230 DDA - Spendable Balance 1,073 1,713 10,000 10,000 -
2440  Classroom Training 1,000 1,854 - 951 951
2460  Training Fees 22,673 4,058 35 8,922 8,887
2550 Detention Supplies 750 226 - 325 325
2590 County Auto Maintenance 6,672 4,737 5,000 5,000 -
2640  Maintenance/Labor on Building 2,186 1,018 8,085 8,000 (85)
2720  Janitorial Supplies - - 150 150 -
2840  Laboratory Supplies 1,175 1,398 85,000 80,000 (5,000)
2950 Books & Supplements 375 4,161 5,840 5,000 (840)
2960  Training Supplies 8,766 12,879 12,000 12,000 -
3090 Reporting Vital Statistics 3,000 23 3,000 3,000 -
3095  Fuel 17,869 13,601 12,000 14,490 2,490
4010  Business Travel 588 547 - - -
5020 Day Treatment Program 706,694 1,096,289 2,432,170 2,400,000 (32,170)
5030  Electronic Monitoring B - 22,984 - (22,984)
5040 Residential Placement 3,291,297 2,640,199 3,469,515 3,100,000 (369,515)
5050  Juvenile Groceries 3,759 4,263 4,321 4,300 (21)
5070 Long-Term Foster Care 118,116 - 130,000 130,000 -
5140  Transportation - - - 5,000 5,000
5190 Testing Expense 88,000 58,862 90,679 90,000 (679)
5590 Other Professional Fees 61,424 52,961 76,800 76,800 -
6095  Court Appointed Masters/Referees 1,260 2,000 1,630 (370)
6130 Court Appointed Interpreter 25,695 41,365 25,000 30,687 5,687
7010 Building Rental 303,101 317,313 390,219 390,218 Q)
7020  Equipment Rental 27,669 24,191 40,368 30,743 (9,626)
7211  Telephones 687 (207) - 194 194
7213  Cellular Phones - - 30,720 10,240 (20,480)
7541  General Liability - - 1,600 533 (1,067)
7543  Vehicles - - - 32,300 32,300
7960  Indirect Cost - - - 201,852 201,852

OPERATING EXPENSES TOTAL $ 4,800,943 % 4,409,584 $ 6,981,282 $ 6,793,785 $ (187,498)

Totals

$ 18,250,714

$ 18,783,766

$ 21,753,518

$ 21,571,809

$  (181,709)




A reminder of monies requested via cost match requirement or in kind contribution

Grant needs:

PREA —current grant

NO cash amount $ 58,845 in kind contribution

Drug Court — current grant

NO cash amount 536,504 in kind contribution

JCMS grant — current grant

DISCONTINUED will ask for staff through budget
process

Drug Court —current grant

|
|
|
|

General fund $17,000.64

Residential Substance Abuse Treatment -current

General fund $41,813 (25% match required)

VIVA {victims of violent acts) NEW! POTENTIAL!

General fund $47 689.20 (20% match required

P T e

Total in kind : $95,345.00




PROGRAM IMPROVEMENT REQUEST
COMPUTER HARDWARE AND SOFTWARKE

Department Juvenile Department Budget No. 5110

Title of PIR Laptop Request Type H, S
{assigned by Dala

PIR # - Services) Tossible Funding Source 5110

Description of Need and Justification

New Laptop for Budget Service to be able to be mobile when visiting locations
(Letot, Detention, Medlock, Youth Village, Charter School, and JJIAEP) for
budget meetings and to support the initiative for the unit to continue to be
paperiess by having access the online documents at all time and provide service
that are more efficient to the department.

One Laptop for estimated cost of $2,000 (which inciudes MS Office licenses).

Expected Benefits

Will allow the unit to be more mobile without the need to carry large amounts of
paperwork to meetings around the juvenile department and be able to monitor
and develop financial forecast for the department. Will also allow instant access
to electronic documents. -

Meets County's Vision 1: Dallas County is a mode! interagency partner.
(Increase e-business capacities across County offices and departments, adopt
customer-friendly rules and policies, and to assess and stream line County
workforce for efficiency and operation)

Department Head Signature Priority
Department Contact Person Phone
Received by Office of Budget and Evaluation Rec’d by Data Services
Scoring
Cost Savings fmproved

Management

Controls
Cost Avoidance Multi-Use Systems
Legal Requirements Cost Recapture
Service to the Public Critical System

Uperade
Form H FY2016
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PROGRAM IMPROVEMENT REQUEST
COMPUTER HARDWARE AND SOFTWARE

RBudget No. ’/} j é 0

Request Type H

Department Juvenife

Contract Services IT

(assigned by Data
Services)

Title of PIR

PIR # Possible Funding Source

Description of Need and Justification

2 iPads with Applecare: The ipads will allow the evaluator/investigator to dictate their findings
during the site review/investigation. Oftentimes, there are multiple facilities visited during one site
review trip.

Estimated Cost: 2 (@ $770.00 each (§1,540.00)

2 Portable Kevpads: This equipment is needed for the operation of the ipad to dictate the information
during the site review/investigation. Estimated Cost: 2 @ $60 each ($120.00)

Expected Benefits

The ipads will allow the evaluator/investigator to dictate their findings during the site
review/investigation. The equipment will also allow the evaluators/investigators to provide the
contractor with a typed report of the findings during the closeout session, rather than a handwritten tist
of the findings or no report at all (which the contractors are not comfortable with).

Readiness of the equipment will increase productivity in the site review/investigation processes. The
equipment will allow for more effective and efficient monitoring of contract programs to ensure
contract compliance and delivery of quality services/treatment, as per the contract. In addition, the
equipment wiil allow opportunities for Contract Services staff to perform multiple job functions
simultaneously, which will decrease the time and expenses related to the site review/investigation

Department Head Signature

processes.
Priorit _g .
g M___

Department Contact Person

Received by Office of Budget and Fvaluation

Phone

Rec’d by Data Services

Scoring

Cost Savings

Cost Avoidance
fegal Requirements

Service fo the Pubiic

Impraved
Management
Controls
Multi-Use Svstems
Cost Recapture
Critical System

Upgrade

Form H

FY2016

-

FY2016 Opereting Budeet 7 Cupitud hrovovement Plan Prepoarotion Mool




PROGRAM IMPROVEMENT REQUEST
COMPUTER HARDWARE AND SOFTWARE

Department Juvenile department Budget No.

Title of PIR computers Request Type
{assigned by Data

PIR # e Services} Possible Funding Source

Description of Need and Justification

As increased use of TechShare grows, more staff that typically did not use computers will need o have a computer
therefore there is a need to order more computers.

5 lap tops - for mobility in the field, couttrooms and probation($10,000)

3 monitors - allowing for central control to have TechShare always open and the other monitor available for other work
(3480}

5 desk tops - TechShare requirements to enhance visibility throughout the department ($5,125)

3 Ipads with keyboard casas - for use in Detention Courtroom {§2,310)

TOTAL CCST: $17, 915,00

Expected Benefits

The intent and the reality of TechShare is that everything that the department
does with our youth population must be documenied into the system. While that
is a quicker system, it does require additional computers into areas that
traditionally have relied on log books and pencils.

The benefits will be easily realized: accurate documentation, historic record and
visibility across the entire Department which should enhance the supervision of

youth and their positive outcomes.

Department Head Signature _ Priority
Department Contact Person Phone
Received by Office of Budget and Evaluation Rec’d by Data Services
Scoring
Cost Savings [mproved

Management

Contrels
Cost Avoidance Multi-Use Systems
Legal Requirements Cost Recapture
Service fo the Public Critical System

Upgrade
Form H FY20i6

-21 -

FY2016 Operating Budget / Capital Improvement Plan Preparation Manual




PROGRAM IMPROVEMENT REQUEST
CAPITAL, EQUIPMENT, RENOVATION, MISCELLANEQOUS

Department Juvenile Budget No 5110 l

Brief Title of PIR Television

Tistimated Cost $600 Department Priority

Brief Summary of Request '
Reguesting a 40 inch television for Disirict 9 Field Probation Gffice.

Driscussion of Meed

The currently television (TV) does not always work. The television’s age is unknown, but does not have digital
eapabilities and is used only for viewing DVID’s for fraining purposes. The unit needs the TV in erder to conduct
staff trainings, Cognitive Response Groups with Juveniles and Parent Orientation meetings. (see attached photo).

Staff Review and Comment

Form & FY2016

FY2016 Onerating Budger 7 Caprial Improvement Plan Frepararion Manual
-19-



PROGRAM IMPROVEMENT REQUREST

CAPITAL, EQUIPMENT, RENOVATION, MISCELLANEOUS

Bepartment JUVENILE Budget No 5110
Brief Tifle ol PIR  NON-LAW ENFORCEMENT 15 PASSENGER VAN

Estimated Cost 32,300 Prepartment Priority &@ h

Brief Summary of Request

' Raspectfully requesting approval to purchase a non-law enforcement 15 passengser van o
be used to transport juveniles attending the Evening Reporting Center.

Discussion of Need

The Department has established a new innovative Evening Repaorting Center (ERC) for post
‘| adjudicated juveniles under Court ordered conditions of probation. The Depariment was
awarded a Regional Councit of Government Grant to established the program. However, the
grant does not for any transportation cost. The ERC program provide Dari bus passes 1o
and from.the program and asks that parents assist with transportation. Due to the ERC
program cperating between 5:00pm and 8:230pm, 1t is difficult for youth fo travet by bus io the
program. Hence, it is imperative that the ERC staff be able fo pick up and drop the youth at
a predesignated location, such as a schoot or Dart train station. The ERC program currently
has utilized other assigned Dallas County Juventle Department vans, but it has become
increasingly difficuit to depend on it's availability. The purchase of the van will ensure the
success of this new program in-making a impact as a juvenile detention alternative program
for youth struggling with probation compliance.

Staff Review and Comment

Horm & . | FY2016

FrR0io Operoiing Budget £ Copited Improvement Plan Proparaiion Manned
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PROGRAM IMPROVEMENT REQUEST
CAPITAL, EQUIPMENT, RENOVATION, MISCELLANEOUS

Bepartment Juvenile Budget No 21 Y

Brief Title of PIR Conference Room Table and Chairs

Estimated Cost $3500 Department Priovity

Brief Summary of Request

Requesting 4 lavger conference room table and 9 chairs to accommodate staff members.
5441 Conference rootn top

$640 Conference room base

$2205 Conference room chairs

Driscussion of Need

For many years prior to January 2014, Field Probation District 5 shared office space with District 2. Buring that
time, the two districts shared a conference room where there were two conference reom tables: 1 12 foot table and 8
1 foot table. Both Districts relocated fo separate new offices In January 2014, District 5 assumed possession of the §
foot table, However, Distriet 5 comprises a staff of 15 and the 8 foot fable only seats 6 staff. We carrently have to
bring in alternate folding tables and chairs from owur offices to conduct a staff meeting, have trainings, community
events, parent orientations, eic. The 12 foot table conference and chairs will allow the unit to operate more
proficiently and conduct business in more professional manner. The ¥ chairs will be added to the 6 conference reom
chairs we alveady have,

Staff Review and Comment

Form G FY 2016

FY2016 Operaring Budget 7/ Capital Improvement Plan Preparation Manual




PROGRAM IMPROVEMENT REQUEST
CAPITAL, EQUIPMENT, RENOVATION, MISCELLANEQOUS

Department Juvenile Depariment: Admin and Exec. Budget Mo
Brief Title of PIR
Estimated Cost ' Department Priority

Brief Summary of Request
The trips to Austin, {et a) are based on last year's requests.

Travel for trips to Austin and other locations; TechShare trave! for teams of 1 or 21 Active docs training, TechShare
evergreening, CJIS and Data Coordinators conference somewhere in Texas (8 trips - $8000)

Travel trips to Austin for Quality Assurance participation in 341 Standards updates (6 trips at $3000)
Wirsless Access for Detention Courtroom and enhancements for Associate and Master Courtrooms {approximately $2000)

Training budget to augment required TJJD budgetary topics o include customer service, leadership development and improve
writing skills of staff for court reports and case management. ($2000)

Total: $15,000

Discussion of Need
The training trips keeps Dallas Juvenile current and participating in TechShare and it's
constant evergreening process.

The training trips for Data Coordinators aliows the Research and Data representatives to
participate and learn of the upcoming changes from the legislature. The conference is
always in September, however, the location is different each year.

Wireless Access for Detention Courtroom and enhancements fo the other second fioor
courtrooms will make the courtroom run smoothly and aliow for less and less use of paper.

The enhanced training budget aliows the department to be nimble with needs: new drugs,
new topics and new issues.

Staff Review and Comment

Form G FY2016

FY2016 Operaring Budget / Capital Improvement Plan Preparation Manual




REPLACEMENT EQUIPMENT REQUEST i

Item to be Age Praperty Estimated Cost
Priority Replaced {vears)} Number of Replacement Comments/Justification
Knee and elbow [Over 10 [None 5550 Second reguest: Used monthly at
1
pads Vears least three times a month for new
(" LDQS(OQ 0?\3 probation academy as well as
2 required annuai training for
compliance with Handle with Care.
3
4
5
6
7
8
9
10
Form D

- 11 - FY20/6 Operating Budger / Capital Improvement Plan Preparation Marual




REPLACEMENT EQUIPMENT REQUEST

Department Juvenile Department /- BDistrict 4 Budget No, 6 ! g D
Ttem o be Age Property Estimated Cost
Priority Replaced {vears} Number of Replacement Comments/Justification
| HP Laser Jet 4200N; {15 00036676 Local + Network Mat Functioning ﬁoper{y, Numerous
Model Number {B/W Light to attempts to have it repaired and it's
BO15B/0203/00300 Medium Use} lage is approximately 16 years.
5250.00
3
._:z
5
&
7
&
9
i |
i
i
i

Form D




PROGRAM IMPROVEMENT REQUEST
RECLASSIFICATION

Department Probation ‘ ' Budget No. 5110
Position Title Clerk X1 Position No, * 21H0us
Current Grade 6 fob Code  6000S00 Department
Priority ij“ O‘h
~}

Description of Changes in Work Being Performed

This position 1s responsible for recording all court dispositional information into Techshare, which
requires regular consultations with the Techshare Specialists regarding DPS coding; Update referral
information on completed dispositions {referral type, Risk and Needs Assessment levels, creating and
closing supervision and program screens, entering review hearings and reset court dates); Provides

accurate flow of information as it relates to court; Trains additional staff to perform court tasks.

coverage for Detention Hearings; Serves as a liaison between staff and other departments to facilitate

Reason/Authority for Chance {sce Budget Manusal}

The department began utilizing a new case management system (Techshare) in 2013, All court
dispositional results are recorded inte Techshare. Entering this information is time sensitive, requires a
thorough analysis of all elements (offenses, dates, DPS codes, RANA levels, supervision and program
screens, petitions, etc.) involved 1n recording the dispositional outcomes. The position requires
specialized knowledge of the Techshare interworking, which is essential in correctly reporting data to
the Texas Juvenile Justice Department and the Department of Public Safety. This position is
responsible for recording data that the District Cowrt Clerks are responsible for,

Departmental Cost Worksheet

Current Grade ( (_p I Proposed Grade I Ne 1

Salary (30,509,790 ] St | 24,793, 7 |

RICAC6%)  [TRBaUL 3g ] PeArssw  [TZ[pa B0

Retirement {11.5%) { f25i, 05 i Retirement (11.5%) ] Y (p(gqh qp l

Totei (37,835 50 ] ™ LY0,56G0.00) .,

Total Anwual Impact l 1;'% /é%/lff; g{jf f

Staff Review and Comment

|

]

Form I Y2016

FY2016 Operating Budger / Capital Improvement Plan Preparation Mol
1 £ 4 g 28 Jo t



DALLAS COUNTY JOB DESCRIPTION

Job Tifle: Clerk I _ Job Code: 5000960 Job Grade: (46
Reports To: supervisor Pas. Na: Various FLSA Codé: N
Department:  Various Loc. Code: Various SIC Code: 9131
WC Code: 8810
Division: Various CS8 Coder* AB,CorD EEO Code: Fb4

Summary of Functions: Performs a variety of moderately complex support tasks which may include;
inputting, processing and distributing a variety of documents and records; collecting, compiling, filing and
maintaining data; reconciling data, funds or inventory; and interacting with the public to provide excellent
customer service. Works within a well-defined framework of policies and procedures, under moderate
supervision.

Management Scope: N/

% of Hssential
Duties and Responsibilities: Time- Non-essential
1. Receives, prepares, -verifics and processes a variety of docurments, 20 E
instruments, records, bills, payments and receipts.
2. Iputs data to complete routine correspondence, forms, reports and 20 E
documents.
3. Resecarches, locates, pulls and prepares a variety of documents, records and 20 E
other assigned data.
4. Effectively answers routine inquiries and resolves basic cusiomer service 20 B
1s8ues.
5. Collects, inputs, updates and reconciles data, funds or inventory and 15 . E
maintains filing/storage of documents and supplies.
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

Minimuam Qualifications:

hducation, Expenenee and Training:
Graduation from an accredited high school/GED program. Two (2) vears job related experience or 30 hours of
college or a combination of the fwo. Experience in a castomer service environment a plus.

Special Reguirements/Knowledee, Skills & Abilities:

Ability to sype 30 wpm or 60 kspm, with knowledge of computer applications and standard word processing
software.  Ability to understand and follow written and verbal insiructions, organize and process work and
establish and maintain effective worling relanionships with other Connty employees and the general public,

CMfsers\lsgipsont AppDatatLocal Microsatt Windows Temporary fiternat FilesiContent. Outioo R BROGQOOBY Clerk 1 - 8060900 - Generic.doe



Physical/Environmental Reguirements:
May require prolonged sitting, stending, walking and ability to 1ift and carry up to 25 Ibs. unassisted.

Hav Points/Point Factor:
HS12=100, E2=20, VM2(=20, PDIC=15, WHIA=S, WEIA=5, IC2C=35, DL2=10, PS2=135, RE]A=S,
SP1A=5, TTL=235

Supervisor Signature Date
Reviewed by Human Resources/Civil Service on Date  5/2003
Approved by Civii Service Comunission on Date  6/16/2003, 6/2172004,

8/24/2004, 7/18/2005

j 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 ihe 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
accommuodation.

ChUsersilegipsontappDataiLocalMicrosoftiWindowst\ Temporary Internet Files'Contenl. Outlocld ERNOQCOBY W erk T - 8000005 - Generic dac



DALLAS COUNTY
HUMAN RESOURCES/CIVIL SERVICE

Position Description Reclassification Request Form

A.ddentification / General Information
Current Paosition Title: Clark il
Proposed Position Title: Court Liaison Coordinator
Current Position Grade: 6
Department Name: Juvenile Department
Position Number: Various
Supervisor Name: Thomas King N
Supervisor Phone: 214.698.4490
Supervisor Email: i Thomas.king@dallascounty.org

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

The purpose of this position 18 to ensure accurate recording of all court dispositional results. Effectively
facilitate the flow pertinent documents and information relating to court proceedings.

This 1s accomplished by researching relerral information through vanous screens within the Case

Management Systein { Techshare Juvenile) to compiete the dispisHional progression. Recording cour Tésulis

T 3 HIAE ¥ Taner 107 COITedt TepOrting 10 1440 and UPST
CUther duties inCltde reconciiing dafa and mvenfory, preparing/distributing court déckeis and oiher periinent
GOCUITIEIITS, OTAEriE OTHCE SUPDIics, assisting managernient and provation officers.

€. 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, ete.). Include such things as: changes in oreanizational structure,
changes In department procedures; changes 1n grant or programm scope; twew programs/fumctions; mtroduciion

of new equipment/systems; reassicnment of job duties/termination of other emplovees in the work unit, etc.

See Addendum
Provide mesplarmtioron the differences berwestithe old ad newjob-duieyresponyibilines. Peseribeow

the job has grown and changed since ils creation. Include changes in the level of judgment, i.miependenuc,i
Cprebicny solving and/or managemcant (n.c., position was previously responsible for $1,000.000 and is now

; regponsible for $10,000,000: pocition was previously responsible for supervising two employees and is pow

H

responsible for supervising fificen employees, ete.).  Flease clearly outhine the specific new joh |

- 3% -




duties/responsibilities.

See Addendam
Wﬁmmﬁﬁrmﬁﬁﬁmwmmﬁmmmmmﬂm%m

specify. Ifthe duties have been reassigned, please provide the name, job title, and an explanation of why thel
duties are being reassigned. Please explain the impact on the position losing the job duhuw163ponsib]imcs.

See Addendam
—Whatduieyresponsibiitiss tave beenremoved fromy the position? - Wint positon (T any s tow responsibie

for them?

See Addendum
~Oattire thechenges trrthe tevel of authority of the posttion (T positior mow es anthority stz ottt o
expenditures for goods/services). Have any reporting relationships to or from this position been altered?
See Addendum

See Addendum

Please outtimeany existing positions that you feetare o comparizor o thispositon-Pleaseprovide
specific reasons why.

See Addendum
What are the performance expectations 7 Wiar goal(syinrthe strategic pian does the posttion chassification
recommendation support? j

See Addendum

D. Essential Functions -

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

Percentage of Time: Estimate the percentage of total working time per vear that 15 taken up with each duty.
These estirnates should be made after all essential functions have been histed. The ;;tn centages in thlq column
must equal 100%. Duties that require {ess than 5% of your time should not be listed.

Essential/Non-Essential (F or NE): Write ONE fetter that best describes the demands of the function during a
typical &-how wolkday.

AP N

Time
M amtams E‘( cnor {}f RO




| Fasks performed to uccomplish this function:

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

Sldg,waﬂ\a muwuw 1dwns trimoming shrubs and raking leaves.

™

jw

Dispesifions

L Times [LEorNE. |

Tosks pw ff)rffzecf to acwmpflsh this function:

Research all elements involved in recording the Dispositional outcomes, enter

all court Dispositions in Techshare within 24 hours, update referral screen, enter

community service restitution hours, updaic Risk and Needs Assessment

levels, create and close supervision and program screeus, enter review hearing

and reset court dates, enter Department of Public Safety codes, Discern and

resolve Techshare Juvenile dispositional ovtcomes.

35%

ancten: Liniso idother departments

T as‘ﬁls performed 0 accomp[zsh this funcrion:

Locates, pulls and prepares a variety of documents, records and other assigned

data {court dockets, psychological referrals, placement match orders, signs in case

for court); facilitate the flow of pertinent documents and information related to

court proceedings, utilizes other departmental/county wide computer systems

for data aualyzing.

25%

Tasks performed to accomplish this function:

Maintains confidential records, effectively answers routine to moderately complex

[nquiries from JPO’s, Supervisars, and Managers regarding Techshare. Juvenile

and dispositions, assists Court Probation Officers, reconciles and maintains

inventory and orders supplies. Works closely with the Techshare Specialists.

|

20%

""ﬁick-iéh T PEOCESSC:

Tasks perfm‘mea’ io accomplx«:h this function:

Provide cover rage tor Detention Hearings Coordinator as needed, train statf to

perform court dispositional tasks, coordinates closely with Detention staff, Judges

Af’[(}meyg. ...........

15%

-.Funsuuu Oihe

e

ThorNE

i Zasks perjormed tv aammp“m thes ,m;?cfwn

;IJC? forms nther duties as assigned




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 tme.)

O | 1. | Work requires a mununum  of menfal and  wvisual O O G
concentration o 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.

® | 3. | Work requires regular mental and visual concentration most O O &
of the time, -

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

® | 1. | Work requires normal sitang and standing and gencrally O O @
| the occasional lifting of 25 pounds or less. -
O 2. Work requires moderate exertion and the occasional @) O O
lifting of 26-50 pounds.
b O 3. | Work requires heavy exertion and the regular lifting of 51- O O G
L 75 pounds.
O | 4. | Work requires regular strenuous effort and regular lifting O O O
of over 76 pounds. B

2. Machines, Tools, Eguipment and Work Aids:  List machines, tools and equipment required for this
position. {Do not include computer equipment and sofiware — use the next section for this.}

A..,..{
L. |
3. Computer Equipment and Software: List specialized computer equipment and software required for this
position. (personal computers and standard software such as Waord and Pxeel are assumed. Tndicate i no computers
or software are used o pertorm this fanetion)

- 61 -



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

o Environmental Condifion . rin Freguenc e
o : -1;’3‘ ; {l 11’5-2@ ‘igeas()naﬂ\;’
Extreme temperaiure changes O ! O O
{heat, cold, extreme weather changes)
O { 2. | Respiratory hazards O O O
| | {(fumes, gases, chemicals, dust and dirt) |
O | 3. | Noise and vibration O O @) !
{(sufficient to cause hearng loss) |
O | 4. | Physical hazards O O o
(high voltace, dangerous machinery) |
Boalih ani Safety Conitions T Beasonally
O | 1. | Driving O O O O
O | 2. | Mechanical hazards @ O O O
| O | 3. | Chemical hazards O O O O
| O | 4. | Electrical hazards O O O O
O | 5. | Fire hazards O C O O
O 1 6. | Communicable discases O . O O
O | 7. | Physical danger or abuse (specify): O O O O
O | B | Other (specifyy: 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 1 O T4, Clinic i O 1 6. 1 Residential Facility (not secure) |
O | 2. | Shop or Warchouse VO | 5.1 Secured Facility | O | 7. | Vehicle
O | 3. | Other (Specily) |
6. Protective BEquipment Required: List any profective equipment required for this position.
i
!
L
{i. Position Mininum Requirements
2. Formal Bducation: Record the mummum education required for this position {do not necessarily use the
incumbent’s education level, but the MINIMUM required for this position).
| O | 1. | Less than high school education . _ _ ?
| & | 2. | High school diploma or equivalent L
: - P ‘
PO One year college
S S o
 Two-vear Associpte’s degree b 1
5. Four-year RBachelor's gegree me o i‘




O |6 ' Graduate or professional work or advanced degree in: 1

l

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

experience).
— - . : -
O | 1. | No previous experience required
i © 1 2. Six months to one year experience in/as:
| © 1 3. | Minimum of one year experience in/as: |
O 1 4. | Minimum of two years experience in/as: j
;
O | 5. | Minimum of three years experience in/as: i
§ @ ‘ T T . - N . - 3 " a —'%‘
6. | Minimum of four years CX})@I'.IBBCG zrllfas ' ‘@“&LQM Qm |
O ¢ 7. | Minimum of five years experience in/as: : |
O | 8 | Minimum of six years experience in/as: |
O | 9. | Minimum of seven years experience in/as:
G | 10. | Minimum of eight vears 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.

i
2.
3

4.

| 5. Valid Drivers License Required? OYes @No I Yes, what type?

H. Planning and Management Responsibilities

1. Problem Solving and Analviical Skills: What 1s the munimum level of problem solving ability and/or
analytical skill required for this pesition? Select onc factor that most closely matches this pesition,

o _ R ‘ S — -

i O | 1. | Work tasks are usnally identical, with stmple rules and detailed instroctions.

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

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

L ® | 4 | Work tasks are varied and diversified, reguiring analytical. interpretive, evaluative and/or

! constructive thinkine

T - B " - N

*| O | 5. 1 Work tasks we of 2 non-recurring nature, where procedures are not clearly defined. Tasks reguire

| in-depth auialytical, evaluative, developmenial and constructive thinking. )

C O 6. Work tasks are of the broadest sense, requiring strategic planning, analyiical, and evaluative,

i . . . .

i developmental and constructive thinking, -

2. Planmng: Doces this position involve planning work activities or projects? O Yes O No

- 63 -



if yes, describe the planning or project management achivities associated with this position.

3. Budgetarv Responsibility: Does this position involve working with the annual budget? O 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.

Rescarches and compiles data for budget monitoring, enters or oversees data entry. May monitor]

budget expenditures (typically pon-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.

S

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

contracts or grants,  This amount should mnclude project management or organizational budget
responsibility.
| Total county amount § | Total grant ampount §

Additional comments:

5. Meanagement and Supervisorv Responsibility: Does this position involve direeting the work of others?

OYes ONo
If ves, piease list the classification titles (not working titles) and number of employees supervised.

Classification Tide(s) Number of Emplovees

6. Mznagement and Supervisory Respongibility: If you answered “Yes” o the management and

supervisory guestion previously, indicate the management and supervisory direction provided hv the
r};ositi‘on. ('({hoose one) . §
| O 1] Responsibility requires e occasional direction of helpers, assistants, seasonal employees, interns, F
; .| volunteers or teniporary cmployees. ]

i




!\)

| Responsibility z-eqmrcq functioning as a lead worker perfoxmmg esqentlal]v the same work as those |
directed, 'md mclude\ ov orseung WOk C]U,aht\’ traiming, mstmc:i:mg, and %hedu ing work.

employees or a work uznt muudmg providing mput on hmnu and pufommx}ca dctmns work
objectives, program effectiveness and realionment of work as needed.

' Responsibility requires managing and monitoring work performance by directing subordinate
supervizors or adnunistrators including authorizing final decisions on hinng and disciplinary actions, |
evaluating program and work objectives and effectiveness, and realigning work and staffing
assignments as necessary.

LSt

|
!
%
ols
|
|
|

Responsibility requires managing and monitoring work performance of senior departin ent managets
| including evaluating program and work objectives and effectiveness, establishing bload
| organizational goals and realigning work and staffing for the department.

7. Ereedom 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 vou are free to act
in the absence of supervision or management or the direction provided by policies and procedures. (Choose

onej

Ol L

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

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 1s 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
! snidelines. Immediate supervision is available upon request.

Plans details of methods to attain desived 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. é
Works independently on broad assignments with specific given obiectives. Responsible for|
planning and performance with litile or no guidance or assistance from supervisor during
developmental process. Work is reviewed upon compietion of objectives,

Works independently on major assignments with regponsibility for all planning of work of dasﬂmed
ohjectives. Makes major decisions limited onty by broad policy rulings and procceds aiong Hnes of;
own initiative, Supervision is available for a wide range of problems fnvolving general policy and:

|
work 15 reviewed at the end of major projects. i

Work is retated to the broader administrative, executive and polic: V"l"ﬁdhlﬁ“’ activities and major
programs/plans. Work is checked tbmugﬁn consultation and agreement with others rather directives
by superiors. Supervision 1s available [or unigue, broad and diverse problems with overall effect on

dc;munmtal goals and objectives.

ig f*enemﬂv unffmasd

Interpersenal/Humean Relations Skills: This factor measures the amount and fevel of personal interaction with
those outside direct reporting retationships {internal and external customers). The interaction may include those
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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 I performing this job.

Work requires answering simple inquiries or referring inquiries
to others. ) ‘

2. | Work requires handling inquiries and reasonable complainis C o & O
involving an explanation of standard policies, procedures and
non-controversial matters.

Work requires handling critical inquiries and complaints not of O O O
a standard pature; requures tact and diplomacy in presentation to
obtain cooperation or approval.

Work requires contacts wherein poor handiing may resui i O O ©
| poor coordination of all efforts; deals with confroversial or
exception policies or procedures that could result in Htigation l
I | or damages if improperly handled, |

® O

O
o

O
.

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

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

Other clagsifications in the county that would prepare | 1.

| applicants for my current classification. 2.

K. van‘imre/Appmvai SR G g o 3
To the best of my ability, I have comp[cted Ifus questionnaire, ana.’ belzam it to be an accurate desu iption
of my position or the proposed position.

En%ﬁ%fz Ummr‘“ Diate - ;
S g S ] ala) s

Iminediate Supez visor Skgnature Date
Comments;

Department Head/Fiected Official Signature Date
Comments:
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Position Description Reclassification Request - Addendum

C.

1.

Rationale for Reclassification

Explain what cawnsed the changes in job duties. Be specific as to how those
changes occurred and in what timeframe (i.e., last month, two vears ago, cfc.).
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 emplovees in the work unit, efc. :

Approximately 2 years ago, the Department implemented a new case management system
{Techshare.Juvenile), which requires more complex recording of court dispositional
resuits, The vast majority of the court dispositional recordings are assigned to this
position, due to other departments opting out of using the Techshare Juvenile System.
The scope of this positions responsibility has expanded with an immediacy and
dependency of the results for the downstream of work flow,

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 judgment, independence, problem
solving and/or management (i.e., position was previously responsible for
51, 000 060 and is mow responsible for $10,000,000; position was previously

sponszhle for supervising twoe emplovees ami is now responsible for
supervising fifteen emplovees, etc.). Please cleariy ountline the specific
rew job duties/responsibilities.

Previously, as it relates to court, the position was responsibie for entering court
dispositional outcomes only, along with other supportive tasks. The implementation of
the new case management system requires adherence to more complex guidelines
regarding dispositional outcomes. There are increased levels of problem solving, which
involves discerning the origin of the issue and correcting it for the compietion of the
disposttional outcomes.

Are the new duties/responsibilities additienal or have they been allocated from
another position{s}? Please specify. ¥ the duties have been reassigned, please
provide the name, job title, and an cxplanation of why the duties are being
reassigned.  Please explain  the impact on the position losing the job
duiaas’%spam:b tties.

There are some new duties and there are some duties which have heen allocated from
other positions, Hearing outcomes were to be enfered by the District Clerks, however,
they decided not 1o implement Techshare Juvenile as an information sysiem. The
recording courl dispositional information and other pertinent data was a shared duty
between several Clerk H's within the department. Due to mulfiple ervors being reported
to TIID and IDPS, these tasks were allocaied to this position only, to ensure accuracy of
recorded outeomes and reports fo TJJD and DPS.



6.

8.

What duties/responsibilities bave been removed from the position? What position (if
any) is mow responsible for them?

There have been no duties/responsibilities removed from the position.

Qutline the changes in the level of authority of the position (i.e., position new has
authority to sisn off on expenditfures for goods/services). Have any reporting
velationships to or from this position been aliered?

The position has been given the authority to access the court filing history within
Techshare Juventle to add DPS codes to ensure the crossover of referrals and offense
disposition to finalize the court disposition process. Although there have been no
changes in reporfing relationships, this position works closely with the

Techshare. Juvenile specialists.

What specific tasks ox activities make the job duties/responsibilities more complex?

This position requires a thorough analysis of all elements (offenses, dates, DPS codes,
RANA levels, supervision and program screens, petitions, ete.) mvolved in recording the
dispositional outcomes into Techshare to ensure correct reporting to TIJD and DPS.
These recordings are fime sensitive and must be completed within 24 hours of the
disposition. If any of the elements are skewed, the problem must be discerned guickly to
complete the outcomes timely.

Please outline any exvisting positions that vou feel are a comparison to this position.
Please provide specific reasons why.

This position is very unique, but resembles the Assistant to the DA Liaison position. This
position requires an independent thinker, exercises immediacy in moving information
through data systems, determines accuracy of information, discerns actions of correction,
and demonstrates knowledge of multiple data systems/programs.

What are the performance expectations? What poal(s) in the strategic plan dees the
pesition classification recommendation support?

Consistently produce guality work and display a pleasant demeanor, be cognizant of job
responsibilitics, adhere to all policy and procedures and seek trainings lo enhance work
abilities.

Goals in Strategic Plan:

Maximize effectiveness of County’s crimmmnal justice resources.

Convene local criminal justice partners to identifv and expand detention and sentencing
alternatives.



Deputy Director of Probation Servi
buty ation Services FFT Supervisor

Rudy Acosta

E

—

Contract Services
Supervisor

Pre-Adjudication
Service Manager

Post Adjudication
Service Manager

Victim Service Unit

Assessment
Supervisor

|
9 Field District Uniits

Facility Expediter

Supervisor Special
Needs Unit/Sex

Offender

Supervisor
Aftercare/Placement

CSR Coordinator

Unit

Intake/Screening

Evening Reporting
Center

Court Liaison

Supervisor

Drug Court

Home Detention

DA Liaison/CT
Coordinator

Grade &

Grade 7 (Detention
Hearings)




Deputy Director of Probation Services

Rudy Acosta

i

FFT Supervisor

—

E

Contract Services
Supervisor

Pre-Adjudication
Service Manager

Post Adjudication
Service Manager

Victim Service Unit

Assessment
Supervisor

9 Field District Units

Facility Expediter

Supervisor Special
Needs Unit/Sex
Offender

]

i

Supervisor
Aftercare/Placement
Unit

CSR Coordinator

|
H
i
i

Intake/Screening

Evening Reporting
Center

Court Liaison

Drug Court

Home Detention

DA Liaison/CY
Coordinator

Supervisor

i

Court Liaison Coordinator
{Grade 10}

Grade 7 {Detention Hearings




PROGRAM IMPROVEMENT REQUEST
RECLASSIFICATION

Department
Position Title

Current Grade

PSYCHOLOGY

SECRETARY 06

06

|

Job Code

Budget No.

Position No.

Department
Priority

5110

Description of Chanees in Work Being Performed

We are requesting that a current part-time Secretary position {Grade 6) be reclassified to a full-time Secretary

{Grade 6}in order to offer staff support and to provide customer service to the families and juveniles who

receive psychological services from this unit.

Reason/Authority for Change (see Budget Manual}

This position was previously a full-time position but was made part-time during a hiring freeze. Since
that time, the Juvenile Department has adopted a case management program — Techshare. With this new
program, the Psychology department is now required to enter every therapeutic service provided to each
child, in the Behavioral Health Services forms within Techshare. This includes programs, program
attendance, crisis screens, therapy services, psychiatric evaluations, psychological evaluations, test
results, and prescription information. This data is required for statistical reporting to the Texas Juvenile
Justice Department. Additionally, within the last year (FY2014-2015) the Psychology unit overall has
grown by 16 new clinical positions that now require clerical support.

Departmental Cost Worksheet

Current Grade
Salary

FICA {7.65%)
Retirement (11.3%)

Total

06

16,588

1269

1908

19,765

Proposed Grade

06

Salary

3N.805

FICA (7.65%}

2,357

Retirement (11.3%)

3,543

Total

45,205

Total Annual Impact

Staff Review and Comment

S

Form F

Fy2ole6




DALLAS COUNTY
HUMAN RESOURCES/CIVIL SERVICE

Position Description Reclassification Request Form

Current Position Title: P/T Secretary

Proposed Position Title: ' F/T Secretary

Current Position Grade: 06 PT

Department Name: Psychology — Juvenile Department
Position Number:

Supervisor Name: John Pita, Ph.D.

Supervisor Phone: 214-698-2240

Supervisor Email: John.pita@dallascounty.org

Use two or three brief and specitic statements to summar egeneral purpose of this postt on.

The purpose of this position is to ;

Offer administrative/clerical support to the Juvenilte Department Psychology unit.

This is accomplished by

Greeting youth and families who will be receiving psychological services, maintaining psychology files, entering
nsychiatric evaluations and psychological assessments into TECHSHARE systern, respond to inguiries by prohation

officers and attorneys, gather data and statistics for monthiy reporting to the Juvenile Board, responding in a

t—-| timely manner to the Courts regarding psychiatric evaluations and psychological assessments, contacting families
to confirm appointments, maintain and order supplies, assist with Outpatient Services such as receiving and
dispersing Termination Summaries, Progress Reports, Polygraph reports, STARS referrals.

~Other duties include

Other administrative support duties a5 assigned,




C. Rationale for Reclassification

Explain what caused the changes in job duties, Be specific as to how those changes occurred and
in what timeftame (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; infroduction of new equipment/systems; reassignment of job duties/termination

of other employees in the work unit, ete.

This position was previously a full-time position but was made part-time during a hiring freeze. It has
been extremely difficult to complete tasks and assignments since the reduction of hours that resulted from
this position being changed to part-time. Additionally, the Juvenile Department has adopted a case
management program ~ Techshare. With this new program, the Psychology Unit is now required to enter
every therapeutic service provided 1o each child, in the Behavioral Health Services forms within
Techshare. This includes programs, program attendance, crisis screens, therapy services, psychiatric
evaluations, psychological evaluations, test results, and prescription information. This data in required
for statistical reporting to the Texas Juvenile Justice Department. Furthermore, within the last year
(FY2014-2015) the Psychology unit overali has grown by 16 new clinical positions that now require
clerical support.

Provide an explanafion on the dilferences between the old and new job duttes/responsibififics.

Describe how the job has grown and changed since 1ts credtion. Inelude changesin the lTevel of
judgment, 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

IeSponsibIE Tor supervisifng Two employees and 15 now tesponsible  1or  supervising — Tifleen
empioyees, etc.). Please clearly outline the specific new job duties/responsibilities.

This position will continue to greet the families who will be receiving psychological services from the
Psychology department and respond to inquiries from families, probation officers, and attorneys. They
will continue to be the primary staff member responsible for maintaining Psychology department’s files
and merge files and documents that are received from the field units (SAU, Youth Village, Medlock, and
Letot). This position will be assigned the task of data entry and entering required information into the
Behavioral Health Screens in Techshare, such as: programs, program attendance, crisis screens, therapy
services, psychiatric evatuations, psychological evaluations, test results, and prescription information,
This position will also assist in confirming appointments with the families and/or attorneys, and respond
to Court Orders i a timely manner. Each month, the Psychology departiment conducts approximately 178
psychological assessments, and will have approximately 200 juveniles enrolied in programs. There are

also over 130 crisis sereens, and approximately 150 psychiatric reports received monthly.

Arc the new duties/responsihilities additionat or have they been allocated from another position(s)? Pleasel
specify. If'the duties have been reassigned, please provide the name, job title, and an explanation of why the
_dutics are being reassigned. Please explain the impact on the position losing the job duties/responsibilities.

The data entry aspect ol this proposed position 1s a new responsibility. With the continuing
Joevelopment ol the Techsluue program, there is now a need [ a stalf member who will assist with
entering data into Techshare in order to maintain accurate duta and statistics for reporting to the Texas

Tuventle Justice Department. When the fulltime position wag made part-time, the following

respuastbiiifios were dividod amonest (e two romaming Tull- Lune stall repondine to Court Ordars:
L ; i

respoitding o Inguiries fram probation olticoes, atfornevs, and tanulics; confinning appointments with
o

famitics and/for attorneys: and dispersing STARS referrals,



What duties/responsibilities have been removed from the position? What position (if any) is now responsible
for them?

No duties/ respansibifities have been removed from position. This position will continue to be the primary

staff responsible for file management and receiving clients for the Psychology unit.

QOutline the changes in the level of authority of the position (1.e., position now has authority to sign off on
expenditures for goods/services). Have any reporting relationships to or from this position been altered?

No reporting relationships to or from this position have been altered.

What specific tasks or activities make the job duties/responsibilities more complex?

This staff wil be responsible for data entry into Techshare. This is required for accurate reporting of data and
statistical information to the Texas luveniie Justice Department.

Please outline any existing positions that you feel are a comparison to this position. Please provide
specific reasons why.

This position was previously a full-time Grade 6 Secretary position; was made part-time during a hiring freeze.
The job duties and responsibilities are within the Grade 6 Secretary job description.

What are the performance expectations? What goal(s) in the strategic plan does the position classification
recommendation support?

This request conforms to the Dallas County Strategic Plan- Vision 3: Dallas is safe. secure, and prepared, as
evidenced by the implementation of best practices and that the allocation of juvenile justice resources are being
maximized by accurately reporting data and maintaining records.

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 fess than 5% of your time should not be listed.

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




Tasks performed to accomphsh this function:

By picking up and removing litter and debris from UIOUPdS sweeping and edging

Sidewalks, mowmg lawns, u Imming shrubq and rakmU leaves.

umiwn \/Ld ;

Tasks performed {0 accomglzs‘h thzs ﬁmctwn.

FILE DOCUMENTS AND MERGE FILES RECEIVED FROM THE PSYCHOLOGY UNIT -

lNCLUDiNG DOCUMENTS SENT BY STAFF FROM SAU, YOUTH VILLAGE, MEDLOCK

AND LETOT

Funeiion: RECEIVE €LT

Tasks performed to accomplivk thnf ﬂmcaon :

15%

GREETS CLIENTS AND FAMILIES, CONFIRMS APPOINTMENT AND NOTIFIES THE

PPROPRIATE THERAPIST OR PSYCHOLOGIST; CALLS AND CONFIRMS APPOINTMENT

TEIMES WITH THE FAMILY AND/OR ATTORNEY; ASSISTS ATTORNEYS AND P.O.S

IN PERSON WITH INQUIRIES REGARDING PSYCHOLOGICAL SERVICES OR REFERRALS

ks performed to accomplish this function:

fus

0%

ENTERING DATA INTO TECHSHARE: PSYCHIATRIC EVALUATIONS, PSYCHOLOGICAL

ASSESSMENTS, PROGRAM INFORMATION, TESTING RESULTS, PROGRAM ATTENDANCE,

PRESCRIPTION INFORMATION FROM THE ATTENDIN PSYCHIATRIST, CRISIS SCREENS

4. bunction: MISC DUTIES.

[
| Tasks performed to accomphsh f/us funcnon
VARIOUS ADMINISTRATIVE/CLERICAL FUNCTIONS SUCH AS ANSWERING PHONES,

RESPONDING TO ATTORNEY AND P.Q.5 INQUIRIES VIA EMAIL AND TELEPHONE,

RESPOND TO COURT ORDERS FOR PSYCHIATRIC EVALUATION AND PSYCHOLOGICAL

_ASSESSI\/IEI\ITS IN ATIMELY MANNER

S SO UV S N

15%

Tirne

- Lor NI

Tusks pC! ﬁ)f med to ace amplis/z tiis fm:cnon

]
|
i
i
!




1. Visnal-Mental Demands: Select that which best describes the overall visual-mental demands of this pesition,

then select the frequency of time in which you perform under this condition job. (For example: 0 to 1/3 means
vour job works under these conditions between never and up to 1/3 of the time.)

Work requires a minimum of mental and visual
concentration to detatl most of the time.

of the time.

O | 2. | Work requires a moderate amount of mental and visual O
concentration in the performance of various operations.
#* 3. | Work requires regular mental and visual concentration most O #

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 vour job has

these demands between never and up to 1/3 of the time.)

# | 1. | Work requires normal sitting and standing and generalfy O & @
the occasional liftng of 25 pounds or less.

O | 2. | Work requires moderate excrtion and the occasional O O O
lifting of 26-50 nounds. ‘

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

O | 4. | Work requires regular strenuous effort and regular lifting O Q O

| 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.)

)

or software are used to perform this function)

3. Computer Equipment and Software: Tist specialized computer equipment and software required for this
position. {personal computers and standard software such as Word and Excel are assumed. Indicals if no computers




Extreme temperature changes
(heat, cold, extreme weather changes)

2. | Respiratory hazards
(fumes, gases, chemicals, dust and dirt}

- O | 3. | Noise and vibration
(sufficient to cause hearing loss)
O | 4. | Physical hazards

(high voltage, dangerous machinery)

o O O OLgE

O O o o

alth and Sufety Conditio

O | 1. | Driving O O O O
O | 2. | Mechanical hazards O O O O
O | 3. | Chemical hazards O O O O
O | 4. | Electrical hazards C C O O
O | 5. | Fire hazards C O O O
O | 6. | Communicable diseases O O ®) O
O | 7. | Physical danger or abuse (specify): O O O O
O | 8. | Other (specify): C O O O

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

#® | 1. | Office Invironment O | 4. | Clinic 1 O T 6. [Residential Facility (not secure)
O : 2. | Shop or Warehouse O | 5. | Secured Facility | O | 7. | Vehicle
O | 3. | Other (Specify) i

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

B

L

fﬁg){)SiiiQﬂ [\/ﬁigiﬁiun’gR{}qgnrgﬂleﬂis e B R

2

gl

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 posttion).

I Less than high school education

1
2. | Highschool diploma or equivalent

1. Two-year Associaie’s degree

o]
|
L O 3 iOne year collcge

5. | Four-year Bacueior’s degree in:




- O | 6, | Graduate or professional work or advanced degree in: ?
1

l S S

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

experience).

! O ] 1. |No previous expeﬂ ence reqmred

G | 2. | Six months to one yefir experience in/as:

O 1 3. ‘, Minimum of ong year expenence in/as:
| #® | 4. | Minimum of two years cxpcnenca in/as: ADMIN IS’I RAF IVE/CLERICAL SUPPORT
5 C | 5. I Minimum of three years experience mfas
7O 6. | Minimum of four years experience in/as:
- O | 7. | Minimum of five years experience in/as:
E O | 8 | Minimum of six years experience in/as:
O 9. | Minimum of seven years experience in/as: B
O | 10. | Minimum of eight yeégégperience inves: a

-

3. Certification and Other Requirements: List ficenses, 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.

Valid Drivers License Required? #Yes ONo If Yes, what type? STANDARD CLASS C

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 posifion.

Q R !
#® 1 Wo;k tasks are usually identical, with simple rules and detailed mstructions. |
- O | 2. | Work tasks are routine, but not identical.
\ |
PO 30 | Work tasks are usually different, with semewhat diversified procedures and precedents.
O | 4. | Work tasks are varied and diversified, requiring analyiical, interpretive, evaluative and/or |
} ‘ ' constructive hink%ng.
DO 5 Work tasks are of # non-recurring nature, where procedures are not clearhy delined. Tasks require |
| in-depth anal\mcal evaluative, dev c}opmulml and constructive thinking. !
; O 6 L Work tasks are of the hroadest sense, requis ‘ing sirategic planning, analviical, and evaluaive, |
? | developmenial and construclive thinking. i
2. Planning: Does this pesition involve planning work acuvitics ov projects? O Yos % No

TS



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

-

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

O | 1. | Researches and prepares information for use i budget documents for a department. May

recommend budget allocations. N

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.

5. 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 titdes) and number of employees supervised.

Classification Title(s) Number of Emiployees

supervisory question previously, indicate the management and supervisory direction provided by the
position. {Choose one)
e f 1 | Responsibility requires the occasional direction of helpers, assistants, scasonal emplovees, interns, |

L volunteers or temporary employees.




| Responsibility requires functioning as a lead worker performing essentially the same work as those |

O |
2

'_ 7| directed, and includes ov uqeunc work quality, trai mflg, instructing, and schcduimg: work.

Lo |3 Responsibility requires quperv;smo and monttoring the putormance for a regular group of
§| emplovees or a work unit including providing input on hiring and performance actions, work
J | objectives, program cffectiveness and realignment of work as needed.

- !
O | 4 Responsibility requires managing and momtonnu work performance by dnu,tuw subordinate

i 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.

i o 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 managemernt or the direction provided by policies and procedures. (Choose

~one)

O | 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 1s 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.

O | 6. | 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.

O | 7. | 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 ol major projects.

O | 8. | Work is related to the broader administrative, executive and pohcy m’ilung, activities and major

| programs/plans. Work is checked through consultation and agreement with others rather directives

' by superiors. Supervision is available for unigue, broad and diverse problems with overall effect on

departmental goals and objectives.

O 19 [ Worki 1S

L
t_
1 Human{{uanﬂm L

O
(8]

‘m,m]]\ UH”UIdCd _

Interpersonal/Humnn Relations Skitls: 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

27 -



in the general pubiic, volunteers, other county divisions and representatives of boards and
cominissions, governmental organizations, and officials, vendors and suppliers. Select one
factor that most closely matches this position, and specify the frequency of time used in
perforiing this job.

Work requucs answenng, simple inquiries or refcmnu mqumes ”
to others, . R
O 2. | Work requires handling inquiries and reasonable complaints O O O
mvolving an explanation of standard policies, procedures and
non-controversial matters.

O 3. | Work requires handiing critical inquiries and complaints not of O O O
a standard nature; requires tact and diplomacy in presentation to
obtain cooperation or approval.

O 4. | Work requires contacts wherein poor handling may result in Q O O
poor coordination of all efforts; deals with controversial or

exception policies or prowdures that could result in litigation
: andled

Please indicate other county positions that may be related to this position, as partofa
career family.

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

Other classifications in the county that would prepare | 1.
applicants for my current classification. 2.

1 0 the besl of my abz!zfy 1 have wmp[e!ed this qaesfw#mazre and believe it 1o be un

accurate description Qf my position or the propased position.

Employee Signature Dalte

Immediate Supervisor Signature Date

Comments:

Department Head/Elected Official Signature Date
_Comments:
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PROGRAM IMPROVEMENT REQUEST

ADDITIONAL STAFF

Departiment
Brief Title of PIR
Approx. Net Cost

PSYCHOLOGY

IM PSYCHOLOGIST i/ POSITION

|

$86,617 + Fringe 30x60 Desk Admin Laminate Desk (HON
10773} 5683

1 Desk Chair Admin Highback {(HON 7808) $339

1 Side Chair (HON2903) 5255

1 File Cabinet Letter Size Metal 5 Drawer (HON315P) 5323
1 Bookease w/Sshelves (HON10755)$362

1 Standard Desktop Computer 51,025 {includes MS Office)

Budget No 5110

Department
Priority.

Brief Summarv of Reauest

We are requesting a full-time Psychologist position to provide psychological services to the residents of the
Dallas County Letot Girls Residential Treatment Center

Discussion of Need

crimes.

The make-up of the Dallas County Girls Letot resident population will consist of 96 high risk females who will be
in need of a variety of in-depth trauma based clinical services. It is essential that this staff be educated and
trained in working with traumatized and/or trafficked female populations as well as be familiar with trauma
based therapies and gender-sensitive therapies and programming. This position provides direct supervision for
all clinical staff. This staff participates in the development and monitoring of therapeutic programming for the
RTC. Therapeutic services to be provided include individual therapy, group therapy, family therapy, crisis
intervention, and psycho-education groups such as anger management, healthy femininity, gang intervention,
social skills groups, grief support groups, and art therapy. In addition this position provides training for all unit
staff throughout the year. This position will work with youth who may have committed serious or violent

_Discussion of Related Performance Measure

This staff will be expected to provide direct clinical supervision for all clinical staff as well as carry a caseload of individual
therapy clients. The psychologist will be expected to provide group and family therapy, psycho-educational groups, crisis
intervention, and administrative duties. The position will be monitored by a full-time supervisor.

Staff Review and Comment

Form E

FY2016 |




PROGRAM IMPROVEMENT REQUEST COST WORK SHEET

Brief Title of PIR IM PSYCHOLOGIST I/l POSITION
Staff Cost

Grade HY

Salary 73,954

FICA @ 7.65% 5,658

Retirement @ 11.5% 8,505

Insurance @ $8,500 8,500

Total  gg 617

Related Equipment

Number

jo)]
oo
G

Desk

Fumiture 1,279

Computer 1,025
Printer

Network Cabling

Software

Vehicle

Travel

Pager

Cell Phone

Other
Total 2287
Other Costs (describe}
Special Training
Consullant Fees
Renovation/Space
Totnl

Less Additional Revenne Source

Grand Total | 99,604 |

Form E1 FY2016



DALLAS COUNTY
HUMAN RESOURCES/CIVIL SERVICE

New Position Description Request Form

emarbwhe

Proposed Position Title: PSYCHOLOGIST Vil )
Proposed Position Grade: M

Department Name: JUVENILE

Position Number: N/A

Supervisor Name & Position Title John Pita, Ph.D, Deputy Director of Clinical Services

(“Reports To™): Dallas County Juvenile Services

Supervisor Phone: 214-698-2240

Supervisor Email: John pitatdallascounty.org

Court Order # and Date:

Use two or three brief and specific statements to summarize the general purpose of this position.

The purpose of this position is to:

Develop and maintain clinical services and programuming 1o all residents of the Dallus County Girls Letot

| Residential Treatment Facility and supervise all clinical staff. This position works with youth who may have
commitied serious or violent crimes.

L]

This is accomplished by:

Individual, group and family therapies, psycho-educational groups, crisis intervention, treatment planning,
supervision of all elinical staff, and staff training for all wnit staff.
Other duties include:

Treatment ieam staffings, administrative duties, manageinent of case files, consultation, Conrt testimony. _‘

Assigmment of caseloads, creation of treatment plans, termination summuaries, and Aftercare pluns.




G Lssentml hmumm of the Nﬂw Pmttmn

Description of Essential Function:

Percentage of Time:

Essential/Non-Essential (F or NE): Write ONE letter that hest describes the demands of the function during a

typical 8-hour workday.

NS migrmr Oi {acilit]

Tasks pmformad to accomplish this function:

1 Functions Therapeutic Intétventions.

Individual and family therapies, group therapy, Crisis mr(,rventmn, psydzo—educaaonal

groups such as anger management, gang intervention, social skills, grief, healthy

Jfemininity groups, and art therapy; leads the treatment feam

60%%

pri T

Tasks peijfmmed to acmmphs‘h thiy function:

Direct supervision of clinical staff and activities including crisis interventions,

imt'i vidual, Gmup and ﬁlmil y thempies as well as staff’s day to day opemtianal duties

20%

T m‘ks performcd to acwmplzsit this function:

Direct oversight of clinical operation of the unit. Provides training to all unit staff on an

on-going busis. Writing of treatment plans, discharge sununaries, consullations witl

other mental health professionals, probation officers, the Courts, und other

professional administrative duties.

20%

. ._iiliyiiOﬂ

e

Tasks perfor me(l o uc umr[)[nlz this fmutwu




Tasks performed to accomplish s function: - - j I

S

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 vou perform under this condition job. (For example: 0 to 1/3 means vour job
works under these conditions between never and up 1o 1/3 of the time.)

Work requires a minimum of mental and visual concentration
to detail most of the time.

2. | Work requires a moderate amount of mental and visual O
concentration in the performance of various operations.
3. | Work requires regular mental and visual concentration most of O

the time.

1. Swength 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.)

Work requires normal sitting and standing and generally the B O O
occasional lifting of 25 pounds or less. [
Work requires moderate exertion and the occasional lifting of O O O
26-50 pounds. |
Work requires heavy exertion and the regular lifting of 51-75 O | O G

..... peunds. r |
Work requires regular strenuous effort and regular Lifting of ' @ O \ O '!
over 76 pounds. [ i f

2. Machines, Tools, Equipmen: and Work Ajds: List machines, tools and equipment required for this position. {Do
not include computer equipment and softwarc — use the next section for this.)

3. Computer Equipment and Software: Last specialized computer equipment and software required lor this position.
(personal computers and standard softwarc such as Word and Excel are assumed.  [ndicate if no
computers or software are used to pevtorm tus function)

e

—_

4. Environmental, Health and Safety Conditions: Select any and alt noted condifions, and then seleet the frequency of

s nowhich you are reguired w o work under these conditions.



e

o knvironmento! Condition. gquency ot Lime™

O O

1. | Extreme temperature changes O

(heat, cold, extreme weather changes)

Respiratory hazards O
O
O

(fumes, gases, chemicals, dust and dirt}
3. | Noise and vibration

(sufficient to cause hearing foss)

4. | Physical hazards

(high voltage, dangerous machinery i i

o o o ol
[

Seasamlly, |

.

o Health-and Safety Condi

O | t. | Driving O O O O i
QO | 2. | Mechanical hazards O O O QO

O | 3. | Chemical hazards O o O O

O | 4. | Electrical hazards O O O @)

O | 5. ! Fire hazards O O O O

O | 6. | Communicable diseases O O O Q

#* 7. | Physical danger or abuse (specify): work with O O % O

juvenile offenders
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.

O 1. | Office Environment O | 4. | Clinic % | 0. | Residential Facility (not secure) _I
O | 2. | Shop or Warehouse O | 5. | Secured Facility O | 7. | Vehicle

O | 3. | Other (Specify) |

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

osition Minimum Requirements’

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

7(5#]1315% than hi oh school education ]
O | 2 | High school diploma or equivalent -
C | 3. | One vear college o

e : fk;f'wmyear Associate’s degree int : B

O ‘I : Four-vear Rachelor’s degree in:

H ! - ;

& 6, j Graduate or professional work or advanced degreo mn P in Clisical pS}‘L‘fibl’()g}f or related ,

| i H

A field

| i ,

2. Experiencer  Record the munimum experience required for this position (not necessarily the incumbent’s

experience).

L O L L Ne previons experience regiired
H

C 70 Sixomonghs 0 one year experience mias



# i 3 Minimum of one year experience m/as: One year supervised experience in providing
| psychologicat services

Minimum of two years experience n/as: ‘

| Minimum of four years experience in/as:

| Minimum of five years experience in/as:
| Minimum of six years experience ui/as:

e A e e

Minimum of seven years experience n/as:

@

O 00 0 00 o0

i
H
i
i
H

3. Certification and Other Requirements: List licenses, certifications, statutory requirements, or registrations required
for the position (aot necessarily the incwmbent’s current licenses or certifications). Use the exact name of the
license, certification or requirement.

Minimum of eight years experience in/as: i

f

1. Licensed or license eligible asa Psychologisnf by the Texas State Board of Examiners of Psychologists

2.

A
J.

4,

5. Valid Drivers License Required? #Yes ONo If Yes, what type? Standard Class C Operator Drivers License |

g % Sp

I. Problem Solving and Analytical Skills: What is the minimum level of problem solving ability and/or analytical
skill required for this position? Select one facter that most closely matches this position.

O ' 1. | Work tasks are usually identical, with simple rules and detailed instructions. 5
| ,
O | 2. \ Work tasks are routine, but not identical.
i
! . - B . «
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, L |
© | 5. | Work tasks are of a non-recurring nature, where procedures are not clearly defined. Tasks require in- |
i depth analvtical, evaluative, developmental and constructive thinking.
% pdep ; 2 ? [ 2 e
| O I 1 Work tasks are of the broadest sense, requiring strategic planning, analytical, and evaluative, |
, ] | developmental and constructive thinking. - __'
2. Planning: Does this position invoive planning work activities or projects? # Yes ONo

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

| Provides direct supervision of all clinical stoff. Monitors and maintains clinicol programming of the RTC. Carrics

| out all assigned administrative duties. Participates as a team leader in treatment staffings. Provides therapeutic 4

4 services to youth to include individial, group, and family therapies, psycho-educational training, crisis ‘

_intervention, stuff training and development, uad court testimony.

P

3. Budgetary Responsihility: Does this position mvolve working with the annual budeet? ®Yes O No
Hves, please indicate the types of budgetary activities required.,




—

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

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

Lad

a small department. ]
Oversees budget preparation of department budget. Reviews and approves expenditures of sigaificant
budgeted funds for the department or rescarches and prepares recommendations for countywide budget
expenditures,

Approves the final departmental budget and presents the budget document or information. Moniiors the
progress of fiscal obiectives and adiusts 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.

Fotal county amount $ | Total grant amount $

B
|
Additional comments:

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

#Yes

ONo

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

Classification Title(s) Number of Emplovees

Mental Health Clinicians /11 9

6. Management and Supervisory Responsibility: H you answered ““Yes™ to the management and supervisory question
previously, indicate the management and supervisory direction provided by the position (check one).

O 1 ; | Responsibility requires the occasional direction of helpers, assistants, seasonal employees, interns,
]
i | volunteers or temporary employees,
o | 5 | Responsibility requires functioning as a fead worker performing essentially the same work as those
A . . . .. . . -
J} directed, and includes overseeing work quality, training, instructing, and scheduline work,
| I p = = =% 5
& o | Responsibility requires supervising and monitoring the pert
| ! L ) L N LT . . .
i | a work unit including providing input on hiring and performance actions, work objectives, prosram
| effectiveness and reatighment of work as needed. ‘:
e 4 1 Responsibility requires managing and monitoring work performance by directing subordinate supervisors
1 P or administrators including authotizing final decisions on hiring and disciplinary actions, evaluatiiy
‘ ; | program and work objectives and elfectiveness, and realigning work and staffing assigiments as
L necessary. '
1’ O s * Responsibility requires managing and monitoring worlk performance of senior department managers |

meluding evaluating program and work objectives and effectiveness, establishing broad organizational
i goals and realigning work and statfing for the department. o :




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

O 11 | Foliows direct, simple and detailed instructions, with procedures ciearty defined, immediate supervision
always avaitable, and work regularly reviewed.

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

# | 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

3 periodically by supervisor on an “as needed” basis, ]

O 4. 1 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.

O 6. | 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. B

O 1 7. | 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 afong 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.

O | 8 | 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.

fuman Relation

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

ouiside 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. Selecet one factor thal most closely matches this position, and
specify the frequency of time used in performing this job.

O 1. | Work requires answering simple inguiries or referring inquiries to
others.
@ 2. | Work reqguires handling nguiries and reasonable  complaints G O o
involving an cxplanation of stuadard policies, procedures and non- |
; confroversial matters,
O 3. | Work requires handling critical inquiries and compiaints not of a O C O
;r standard nature; requires tact and diplomacy i presentation to E
| obtain ceoperation or approval. 5 |
L0 4. | Work requires contacts wierein poor handling may result 1 poor O O @]

coordination of all efforts; deals with controversial or exception
polictes or procedures that could result in htigation or damages f
| tmproperty handled




l(,d zet‘:rPath Deﬁn{‘{mn i

Piease 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.
P G e My, Current Classif
Other classifications in the county that would prepare i.
applicants for my current classification. 2.

T T

J. Signature/Approval -

To the best of my ability, I have completed this questionnaive, 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 PSYCHOLOGY Budget No 5116

Brief Title of PIR (_%FDRUGINTERVENTKHGSPEJALST Department
Approx. Net Cost

$58,662 + Fringe 30x60 Desk Admin Laminate Desk {(HON Priority Mﬂfl

10773} - $682

1 Desk Chair ~ Admin. Highback (HON 7808 ) 5339

1 Side Chair [HON 2903) $255

1 File Cabinet - Letter Size Metal 5 Drawer {HON 315P) $323
1 Bookcase w/5 shelves {HON 10755) $362

1 Standard Desktop Computer 51,025 {Includes MS License)

Brief Summary of Request

We are requesting a full-time EE Drug Intervention Specialist to provide intensive substance abuse treatment (individua)
and group therapy), drug education, substance abuse relapse prevention planning, and discharge planning for the youth
of the Dallas County Youth Village and Medlock Residential Treatment facilities.

Discussion of Need

The Dallas County Youth Village and Medlock facilities can serve up to 168 residents. Many of these residents

have drug treatment needs that could be successfully addressed by a full-time Drug Intervention Specialist as they
participate in the program. Currently, these youth typically receive drug treatment services after leaving the facility.
The Drug Intervention Specialist would provide individueal, intensive, substance abuse treatment to selected residents as
well as provide drug intervention and education groups for every resident. This position may require working with youtl
who have committed serious or violent crimes.

Discussion of Related Performance Measure

This staff will be expected fo earry 15-20 clients in need of intensive substance abuse services. In addition, this staff will
offer drug education and psycho-educational programs to the Dallas County Juvenile Bepartment residents, as well as
Medlock and the Residential Treatment Center residents. An ongoing 12-week eurriculum will be implemented.
Additionaily, this staff will serve as a member of the clinical {reatment team.

Staff Review and Comment

Form § ' FYZ() 16

FYHG6 Operating Bodoce S Capiiad Improvenens Plan Dreparation sl
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PROGRAM IMPROVEMENT REQUEST COST WORK SHEET

Brief Title of PIR EE DRUG INTERVENTION SPECIALIST

Staff Cost

Girade EE

Salary 42,095
FICA @ 7.65% N 3,221
Retirement @ 11.5% 4,842
Insurance @ $8,500 8,500

Total $58,662.00

Related Equipment
Nunber

Desk 683

Furniture 1,279

Computer 1,025
Printer

Network Cabling

Software

Vehicle

Travel

Pager

Cell Phone

Other

Total  2,987.00

Other Costs (describe)

Speciat Traming

Consultant Fees

Renovation/Space

Total

7

Less Additional Revenue Source R
Grand Total 561,649 J

FORM EL

Fy 2016
~15-



DALLAS COUNTY
HUMAN RESOURCES/CIVIL SERVICE

New Position Deseription Request Form

Proposed Postiion Title: i DRUG INTERVENTION SPECIALIST

Proposed Position Grade: EE

Department Name: JUVENILE

Position Number: N/A

Supervisor Name & Position Title John Pita, Ph.D., Deputy Director of Clinical Services
(“Reports To”): Dallas County Juvenile Department

Supervisor Phone: 214-698-2240

Supervisor Email: Johg pitaf@daliascounty org

Court Order # and Date:

ze the general purpose of this position.

The purpose of this position is to:
| Provide drug treatment for up to 168 youth located at the Dallas County Youth Village and Medlock Residential

This 1s accomplished by:

Intensive individual and group therapies for chemically dependent youth, relapse prevention planning, discharge

planning and drug education.
Other duties include;
Treatment team staffings, administrative duties, management of case files, consultations




C. Essential Functions of the New Position.

Description of Essential Function:

Percentage of Time:

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

function during a typical 8-hour workday.

Tusks performed to accomplish this function:

Deliver individual and group therapy, drug education, writing and preparation

of treatment plans, relapse prevention, and participate in discharge planning.

80%

Ginetions Stattings

Tasks performed t¢ accomplish this function:

By serving as a member of the clinical treatment team,

10%

reaus Dutics -

3 Punction: Miscella

TR T T

Lo NI

Tasks performed to accomplisi this function:

Administrative duties, file management, consultation with other mental licalth

| professionals, probation officers and other professionals

i

4 Thmction

E

Tasks performed to accomplish this function:




1. Visual-Mental Demands: Select that which best describes the overall visuat-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.)

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

to detail most of the {ime.

O | 2. | Work requires a moderate amount of mental and visual

concentration in the performance of various operations.

3. | Work requires regular mental and visual concentration most of
the time.

£ Physical Demands;

1. Surength Demands: Select that which best deseribes 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
iob has these demands between never and up to 173 of the time.)

H i
% 1. | Work requires normal sitting and standing and generally the * O O
occasional lifting of 25 pounds or less. -
PO | 20 | Work requires moderate exertion and the oceasional lifting of O { O O
t 26-50 pounds. '
O | 3. | Work requires heavy exertion and the regular lifting of 51-75 @] O O
pounds. ) B
O 40 | Work requires regular stienuous effort and regular lifting of O O O 7
| 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 compuler equipment and seftware required for
this position. {personal computers and standard software such as Word and Excel are
assumed. Indicate if no computers or software are used fo 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.

O | 1. | Extreme temperature changes O O O O
(heat, cold, extreme weather changes)

O | 2. | Respiratory hazards 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

Driving

O | 2. | Mechanical hazards O o O O
O | 3. | Chemical hazards 7 O O Ke) O
O | 4, | Blectrical hazards O O O O
QO | 3. | Fire hazards O C O 0
O 6. | Communicable diseases O O o) QO
#® | 7. | Physical danger or abuse (specify): working with Q Q % O
juvenile offenders B
O | 8. | Other (specify): O O @) O

iy

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

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

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




F. Position

Minimum Requirements

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

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

oL | Less than high school education
| O ‘ 2. | High school diploma or equivalent
el 1 3. | One year college -
o | 4 Two-year Associate’s degree in: o
# | 5 | Four-year Bachelor’s degree in: Psychology or related field
O ¢+ 6. | Graduate or professional work or advanced degree in:
, i
2. Experience: Record the minimum experience required for this position (not necessarily the

incumbent’s experience).

IKe) 1. | No previows experience required
O | 2. | Six months to one year experience in/as:
O | 3. | Minimum of one year experience in/as: o
# | 4. | Minimum of two vears experience in/as: " Substance Abuse Treatment
O | 5. | Minimum of three years experience in/as:
O | 6. | Minimum of four years experience infas;
O | 7. | Minimum of five years experience in/as: . o
o 8 | Minimum of six years experience in/as: -
O 9. | Minimum of seven years experience infas; - o
O | 10. | Minimum of eight years experience in/as: -
3. Certification and Qther Requirements: List licenses, certifications, statutory requirements, or

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

| 1. Must possess o licensure as a professiona;ﬂ:ounselor (LPC}," or Licensed Psychologigél Associate {LPA
Marriage and Family Therapist (LMIFT), Lticensed Clinical Social Worker (LCSW), or Art Therapist (ATR).

2

'5 Valid Drivers License required? #Yes ONo If Yes. what iype? Standord Closs C Operator Drivers License

Licensed



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

1

f C I. | Work tasks are usually identical, with simple rules and detailed instructions.
O 2. Work tasks are routine, but not identical. )

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

iO ] 4. | Work tasks are varied and diversified, rcquirih'gmané'iyticai, int_erpretive, 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, devefopmental and constructive thinking. )
O | 6. | Work tasks are of the broadest sense, requiring strategic planning, analvtical, and evaluative,
developmental and copstructive thinking. o
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.

Create aond update initial treatment plans; develop relapse prevention plans including transitioning

youth back into the home with ample outpatient treatment services.

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

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

O | 2. | Researches and compiies 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 recominendations for countywide budget
| expenditures. B )

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

Total county amount § _ P Towd grant amount §

- Additienal comments:

i
|
L
i..




5. Management and Supervisory Responsibifity: Does this position iavolve directing the work of others?

OYes  #No

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

Classification Title(s) Number of Emplovees

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 | I Responsibifity requires the occasional direction of helpers, assistants, seasonal employees, interns,

volunteers or temporary employees.

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

b

ke

o |3 Responsibility requires supervising and monitoring the performance for a regular group of employees or
©1a work unit including providing input on hiring and performance actions, work objectives, program
| effectiveness and realignment of work as needed.

o la I\SSpOI]i-EI’{’.)llll}f requires managing ap.d_ monitoring quk perfom-iz‘mce by dl]iec'f:ng subordlp&te 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.
o s j Responsibility requires managing and monitoring work performance of senior department managers

| including evaluating program and work objectives and effectiveness, establishing broad organizational
eoals 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 inciude 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 ong)

Q I. | Follows direct, simple and detaifed 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
B supervision with frequent review of work,
# | 3. | Foliows standard procedures and established guidelines with some latitude in deciding how to achieve
end result. Non-standard work is referred o the supervisor for cuidance and work is reviewed
[ periadically by supervisor on an “as needed” basis. L
i O 4. | Foliows diversitied procedures and implements processes to accomplish cnd results. within guidelines,
L Immediale supervision is available upon request.
O 5 ! Plans derails of methods to attam desired nbjectives working within cstablished policy. Require




t initiative and resourcefulness in developing processes and procedures.  Supervision is available for
special problems and work is reviewed on problem situations.

O | 6. | Works imdependently 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.

G | 7. | Works mdependently on major assigiunents with responsibitity 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. »

O | 8 | Work i 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 unigue, broad and diverse problems with overall effect on
departmental goals and objectives.

O | 9. | Work is generally unguided.

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.

# 1. | Work requires answering simple inquiries or referring inquiries to # | o O
others.
O 2. | Work requires handling inquiries and reasonable complaints O O O

involving an explanation of standard policies, procedures and non-
controversial matters.

@) 3. | Work requires handling critical inquiries and complaints not of a O O O
standard nature; requires tact and diplomacy in presentation to
l obtain cooperation or approval.

O 4. | Work requires contacts wherein poor handling may result in poor O O O
coardination of all efforts; deals with controversial or exception
policies or procedures that could resuit in litigation or damages if

I Carcer Path Definition

Please indicate other county positions that may be relatzd to this position, as partofa
career family.

| Other crassifications in the county to which those that hold | 1. - - 7 1
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L R 2o My Current Classitication
Orther classifications in the county that would prepare 1.
appiicants for my current classification. 2

e

re/ ppra »

1o the best of my abifity, I have completed this guestionnaire, 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: Administration and Executive Budget No 5110
Brief Title of PIR

Approx. Net Cost
Department Priority: High

Brief Summary:of Request:
Requesting that the JCMS Data Analyst position which had been funded from Grant fund 7302 be transferred to the
General Fund, 5110.

Discussion of Need:

e  The JCMS Data Analyst position, Grade 12, performs the following functions:

s Quality assurance on fingerprints and photographs taken with the Live Scan system

»  Commaunication with DPS daily on compliance, reviews and corrects all submissions by JPD intake

e Maintains the compliance rate at 90% for every five year period which if not maintained would fmpact all grant
funding .

e Tests biweekly system upgrades to make sure features can be incorporated into the JCMS system

¢ Trains probation officers, detention officers and police officers on all new features and functionality of TechShate

¢ Active Docs preparer of femplates (the onjy trained JPD staff)

e  Training staff on Active does after documenting business practices with users

* Technical assistance representative with Dallas County I'T and Cross Match (Live Scan company) creating test
cases, analyzing issues and verifying new codes and new offenses from DPS

e Collaborates with IT and CUC on any issues: JIS interface, etc.

+  Submits the EDR for state compliance

e Trouble shoots issues with JCMS

e Tier 2 Help desk support for police agencies, municipal courts and schools

The compliance rate must be maintained at 90% for every five year period so that miflions of dollars in grant funding for al! of
Daltas county is released.

Staff Review and Comment

Form E F¥2016

FY2016 Operating Budget / Capital Improvement Plan Prepararion Manual
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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 @ $8,560

Related Equipment
Number
Desk
Furniture
Cormputer
Printer
Network Cabiing
Software
Vehicle
Travel
Pager
Celi Phone
Other

Other Costs (describe)
Special Training
Consultant Fees

Renovation/Space

Less Additional Revenue Source

Data Analyst - JCMS

12

§31, 5346.16

2,959.26

3,627.80

3500

Total
546,633.18

Total no cost

Total

46,633.18
Grrand Total

Form E1
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PROGRAM IMPROVEMENT REQUEST
RECLASSIFICATION

Position Title Office Service Supervisor

Current Grade Job Code Depariment

407230 Priority

Department Juvenile depariment Budget No.

Position No.

Description of Changes in Work Béing Performed

Enhanced dutigs:

-sarvices as focal point for youth pick up with sheriff's department and cutside agencies (warrants and restrictive access)
-coordinates security needs with HR and termination proceedings

-serves as Live Scan technical expert assisting detention and Letot as needed

-CJIS expert for Live Scan purposes

-supervises staff with greater responsibilities as a result of TechShare.Juvenile
-sealing of reconds with added new complexilies fike diversionary courts and sex offender requirernents
-assists with High profile paperwork with media and juvenile offenders

Reason/Authority for Change (see Budget Manual)

responsibilities have been removed.

The complexity of the work has increased. More responsihilities have been added and no

Departmental Cost Worlksheet

Current Grade C Proposed Grade b
Salary W 383 32 Salary 47, 879¢C.00
FICA(L65%) 3 (24 §2 FICA (7.65%) 3Ll 55
Retirement (11,5%) 5) 4uyq. @ s Retirement (11.5%) \5} 505, 05
Total {j—[‘;’ G457 €2 Total ﬁq-]} 63 O
Total Annual Impact 575?3 7%"

Staff Review and Comment

_l

Form I

FY2016

-17-
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DALLAS COUNTY
HUMAN RESOURCES/CIVIL SERVICE

Position Description Reclassification Request Form

General IﬂStI‘HCtIOHS. Piea%e compleie this form and attach the current and proposed position
_:_:_ dcscr;pmons %he current and proposcd Qn,dmzauon cham -and any

A. Identification / General Information
Current Position Title: Office Services Supervisor
Proposed Position Title: Office Services Manager
Current Position Grade: - ic
Department Name: Juvenile Department
Position Number:

Supervisor Name: Karen Ramos
Supervisor Phone: 214-698-4993
Supervisor Email; karen.ramos@dallascounty.org

B. Brief Description of the Position e
Use two or three brief and specmc statements to summarize the genera! purpose of this position.

The purpose of this position 1s to

serve as a conduit to all services performed at Henry Wade. The position coordinates many outside influences like picking up youth from

other counties, working with various Sheriff departments as well as working on sealing, distributing and archiving records. Records.

This is accomplished by

working many hours to be sure everything gets done.

Other duties include

Live Scan, CJIS compliznce, monitoring mail couriers and other staff, building set up.

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.

New functions of TechShare require more processing by staff as his group now does many district clerk functions.

Provide an explanation on the differences between the old and new job duties/responsibilities. Describe how
the job has grown and changed since ifs creation. Include changes in the level of judgment, 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, eic). Please clearly outline the specific new job J

.58 .




duties/responsibilities.

Live Scan trainer and trouble shooter; CJIS code accepter, new warrant/petition processing procedures

Are the new duties/responsibilities additional or have they been allocated from another position(s)? Please
specify. Ifthe 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.

Added duties as TechShare and DPS compliance have grown. The records deflartment now has many more responsibiiities.

What duties/responsibilities have been removed from the position? What position (if any) is now responsible
for them?

None

Outline the changes in the level of authority of the position (i.e., position now has authority to sign off on
expenditures for poods/services). Have any reporting relationships to or from this position been altered?

No

What specific tasks or activities make the job duties/responsibilities more complex?

The supervision of his clerks now requires additional expertise because their responsibilities have increased. Other duties like supervision of video cameras

Please outline any existing positions that you feel are a comparison to this position. Please provide
specific reasons why.

Assistant business manager: hires, trains and evaluates siaff. Coordinates inspections, moniftors security, does Department wide inventories, etc.

What are the performance expectations? What goal(s) in the strategic plan does the position classification
recommendation support?

Vision 3: Dallas is safe, secure, and prepared, by expanding disposition alternatives with regard
to treatment for youth/families involved in the juvenile justice system.

D. Essential Functions

Description of Essential Function: Describe in detall the primary or most important functions of this position.
[n 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 dury,
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 NEY: Write ONE letter that best describes the demands of the function during a
typical 8-hour workday,

' Function: Maintains exterior of facilities .
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] Tasks performed to accomplish this function:

30%

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

Sidewalks, mowmg lawns {rlmminsz shrubs and raking ieaves

1. Function:

Time

E or NE

Tasks pe jormed to accomplcsh tlus funcz‘ton

Menitors aff records including closing, sealing and archiving. Seeks {o provids information to answer subpoenas

30

Reports Juvenile Department on Records Retention Commitiee.

Acts as resident expert to handle issues with above.

Coacrdinates processing of warrants and petitions as the clerks are now processing as if District clerks

Supervises the clerical staff that perform these functions

E

. Function:

Time

Tasks pefformed o accompltsh thls functmn.

Coordinates all initiatives performed at Henry Wade like:

25

instaflaticn of TFE phone system

installation of new carpeting

New judges office setups

installation of security cameras, updating badges

Dispensation of keys

Emergency committee member

EorNE |

- Function:

Time

E or NE

1” asks performed to accomplzvh tius ﬁmctmn.

Monitors systems and procadures to ensure smooth daily operations and security inciuding

15

processing maintenance requests, eguipment maintenance and vehicle maintenance. Monitors interior

exterior of the building for cleanliness. Supervises community workers whan on site.

4 Funmoﬁ .....

Tme

EorNE

Tasks performed to accompltslz th;s functton.

Serves as a focal peint to move youth from pick up to Detention of Detention 1o ancther location, Handles extracrdinary

problem cases to be sure that youth are safe and moved per required standards.

e

5. Function -

Time

E or NE B}

Tasks performed 10 accamplzsk this funcnon.

All other tasks previously on the Office services manager job duties

-60 -



E. 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.)

of the time.

R Rk Frequency of Time
o 0-1/3 1 1/3-2/3 0 2/3<0ver
O | 1. | Work requires a minimum of mental and visual @ O O
concentration 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,
© | 3. | Workrequires regular mental and visual concentration most O @ O
| I—

Equipment Requirements, W

orking 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

o 3»»0%1"

of over 76 pounds.

Lo T 0-173 1/3-213

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

O | 2. | Work requires moderate exertion and the occasional O O O
lifting of 26-30 pounds.

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

O | 4. | Work requires regular strenuous effort and regular lifting O O o

2. Machines, Tools, Equipment and Work Aids:

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

List machines, tools and equipment required for this

LS

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)

TJech Sh@m FE i I/(,/S“ J{.S

and alf

Wrivd 4 0d MicreSof f

Live Scan ma&’mm&
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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.

‘Frequency of Time .~

~192/3:Over | Seasonally

Extreme temperature changes

(heat, cold, extreme weather changes)

o O

Respiratory hazards

(fumes, gases, chemicals, dust and dirt)

Noise and vibration
(sufficient to cause hearing loss)

o o o o -
. _

Physical hazards

(high voltage, dangerous machinery)

o O O

S 6
O O
O O

. Health and Safety Conditions

o
[y

-

2/3-Over | Seasonally”

.,...
s
"
-
P
i
[

Driving

Mechanical hazards

Chemical hazards

Electrical hazards

Fire hazards

Communicable diseases

OO0 0 000 ®

Physical danger or abuse (specify):

vo] ~a| &y L] daf waf bo| =]

Other (specify):

O|0|C|0|0; 00| @

0100000 0|0
OlOI0|0010]C 0O
O O|0I0I0O| GO0

LN

=J
-
o
b
=
o

5

=

Y el cation Al tho duma oF Taantinn wheors oot he ol tion e dut
Work Location: Check the ype of location where most of the pOsition s dutie

7]
™
=
w

e
L
ot
o
@]
=
=
o
L

—

Office Environment

Clinic

Residential Facility (not secure)

0

b

O
Shop or Warehouse O

Secured Facility

Vehicle

O|0®

3.

Other (Specify)

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

r

|

G. Position Minimum Requirements

2. 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:

B O O] OO

| | @l

Four-year Bachelor’s degree in:

[l ”Qégc.ft Ve et
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O

6. | Graduate or professional work or advanced degree in:

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

experience).
o ' No previous experience required
O |2 ; Six months to one year experience in/as:
£ 3. | Minimum of one year experience in/as: i
C 4. | Minimum of two years experience in/as:
O | 5. | Minimum of three years experience in/as:
O | 6. | Minimum of four years experience in/as:
O | 7. Minimum of five years experience in/as:
€ | 8. | Minimum of six years experience in/as: ]
O | 9. | Minimum of seven years experience in/as:
O | 10, " Minimum of eight years experience in/as: o

W

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,
2.
kS
4,
5. Valid Drivers License Required? @Yes ONo If Yes, what type?

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.

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

Ol O

Work tasks are routine, but not identical,

2
3. | Work tasks are usually different, with somewhat diversified proced?n’es and precedents.
4

o O

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

&l

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
- 63 - ‘ '



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

Cotdinates Al mdfor events at  Heary Wade .
Works (n_tundemn i defeaticn.  Frevides’ Hondle wibh
Care ééhﬁ’/ﬁu]/mja ang Hziin g Throughiet the Depaiticnt

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

© | 1. | Researches and prepares information for use in budget documents for a depariment 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
departiment 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.

5. 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
1hilite

VDpULLD) ELILLL Y o

| Total county amount $ | Total grant amount §

Additional comments:

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 Emplovees
Clerk 5 ]
Clerk 6 1

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, (Choose one)

‘ o |1 Responsibility requires the occasional direction of helpers, assistants, seasonal employees, interns, ‘r
| " | volunteers or temporary employees. |
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o |2 TResponsibility 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.

@ | 3
Ol 4
O |3

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 fevel 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 d1rect10n provided by policies and procedures. (Choose

one)

o1

Follows direct, simple and detailed instructions, with procedures clearly defined, 1mmed1ate
supervision always available and work regularly reviewed.

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 1mplements processes t© accomphsh 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 compietion of objectives.

Works independently on major assignments with responsibility for all planning of work of assigned
objectives. Makes major decisions jimited 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 13 aenerallv unumd@d

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
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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.

A Frequencv ol sze e
. G A : O 13 1323 2/3:0ver.
C 1. | Work requires answermg 51mple mqumes or refemng inquirtes O O o
to others.
O 2. | Work requires handling inquiries and reasonable complaints O O O
involving an explanation of standard policies, procedures and
non-controversial matters,
¢ 3. | Work requires handling critical inquiries and complaints not of O O O
a standard nature; requires tact and diplomacy in presentation to f
obtain cooperation or approval.
O 4. | Work requires contacts wherein poor handling may result in O O O
poor coordination of all efforts; deals with controversial or
exception policies or procedures that could result in litigation
or damages If 1mpmperlv hand led.

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

}. Assistant business manager

hold my current classification might be promoted. 2.

urrent Classification -

Othel clas'nﬁcatmns in the county that Would prepare | 1.
applicants for my current classification. 2.

To the best of my abi zzy I have completed tth quesrzonnazre and belzeve it to be an accurate description
of my position or the proposed position.

E‘WQ Signamzyf /

FNA Sl Uy \9}” =3
Im'mediate Supervisor Signature Date
Comments:

Department Head/Flected Official Signature Date

Comments:
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DALLAS COUNTY JOB DESCRIPTION

Job Title: Office Service Supervisor Job Code: 407230 Job Grade: C
Reports To:  Human Resources Administrator Pos. No: 2791 FLSA Code: E
Department:  Juvenile Loc. Code: 5422504 SIC Code: 6211
WC Code: 8810
Division: CS Code: C-JD EEO Code: Fo!

Summary of Functions: Coordinates and supervises all activities related to record management, mail and
supply, telecommunications, facilities maintenance, surplus property and conference room scheduiing for ail
Juvenile Services facilities.

Management Scope:  Supervises approximately nine (9) non-exempt staff members and generally nine (9)
volunteers and community service workers.

% of Essential
Duties and Responsibilities: Time Nomn-essential

1. Supervises, defegates and provides guidance to staff in one or more areas of 30 E
responsibiiity to ensure compliance with applicable laws, policies and
procedures.

2. Monitors work processes, provides feedback, collects data for performance 15 E
measures, establishes goals and objectives, and recommends/impiements
process improvements.

3. Acts as a technical expert/liaison and communicates with staff, management, 10 E
and other departments to selve complex problems or issues,

4. Hires and trains staff, coordinates work assignments to ensure adequate H E
staffing levels, evaluates performance, initiates disciplinary actions,
coordinates leave and maintains time and atiendance reports.

5. Coordinates and supervises the processing of juvenile records/cases, to 10 E
include creating files and maintaining data, conducting research for case files,
and distributing/retrieving files at all Juvenile Services locations.

6. Coordinates and supervises the pickup and distribution of mail, supplies and 05 E
courier services.

7. Supervises the telecommunication staff in routing calls throughout the 05 E
department,

8. Maintains and monitors all surpius equipment and furniture. Oversees the 05 E
allocation, pickup, delivery and setup of equipment and furniture to various
locations.

CUsers\karen ramos\AppData\lLocal\Wicrosott\Windows\Temporary Internet Files\Centent Cutlock\CRBYEFOVAOfTice Service Supervisor -
407230.dac



6. Coordinates and schedules usage for nine conference rooms. 05 E

8. Performs other duties as assigned. 05 N

Minimum Qualifications:

Education. Experience and Training:
Fducation and experience equivalent to a Bachelor’s degree from an accredited coliege or university in 2 job
related field of study.

Special Reguiremenis/Knowledge, Skills & Abilities:

Knowledge of standard software applications.  Ability to effectively communicate, both verbally and in
writing, and establish and maintain effective working relationships with employees, departments and the
general public. Requires knowledge of local, state and federal laws, rules and regulations relevant to the area
of responsibility. Must possess a valid Texas Driver’s License, with good driving record.

“Position requires working with juveniles who may have comunitted dangerous/aggressive acts; should
possess ¢ high tolerance for working in an emotionally dexanding/stressful work environment.”

Physical/Environmental Requirements;
Standard office environment within a secured setting. May require prolonged standing, walking and sitting,
with ability to lift up to 25 ibs. unassisted. May be required to travel o varicus off-site locations.

Hav Points/Point Factor:
KH: DI3 175 pts, PS: D3 (29%) 50 pts, AC: CIP 66 pts, TTL: 291 pts, KH/PS/AC: 60-17-23, Profile; +2

Supervisor Signature , Date
Reviewed by Human Resources/Civil Service on Date 5/2005
Approved by Civil Service Commission on Date  5/16/65,01/15/2014

|
|

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. Any percentage of time included on each function is only an esiimate 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 Funciions of the job with reasonable

Laccommodation.

CUsersskaren.ramos\AppDataiLocalhMicrosoft\ Windows\Temporary Internet Files\Content. Outlook\CRB YEFOV\Office Service Supervisor -
407230.doc
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Dallas County Juvenile Department
Detention - 5114 Budget

FY2016
Expense Detention Center 2013 Actuals 2014 Actuals 2015 Current 2016 Projected Difference

Code Budget

SALARIES AND BENEFITS
1020  Salaries - Assistant 8,555,858 8,628,598 9,154,992 8,858,209  (296,783)
1025 Supplemental Pay 4,104 (4,104) - - -
1050 Salaries - Overtime 262 170 - - -
1060 Salaries - Extra Help 490,565 328,495 520,000 520,000 -
1080 Mileage Reimbursement 16,941 1,127 8,000 8,000 -
1090 Salary Lag - - (231,369) (221,455) 9,914
1111 FICA 525,668 522,072 599,850 549,209 (50,641)
1112  Medicare 123,090 122,120 140,287 128,444 (11,843)
1113 PARS 136 20 - - -
1120  Sick Leave Payoff 1,448 1,770 - - -
1140 Insurance -Employer 1,681,891 1,977,149 2,099,500 2,099,500 -
1150 Fringe Benefits Retirement 956,075 1,014,275 1,052,824 1,018,694 (34,130)
1190 Workers Compensation- County 105,130 121,704 - - -

SALARIES AND BENEFITS TOTAL 12,461,167 12,713,394 13,344,084 12,960,601 (383,483)

OPERATING EXPENSES

2090 Property Less than $5000 12,674 16,814 22,260 13,350 (8,910)
2093 Computer Hardware - - - 1,025 1,025
2150 License & Permit Fees - - 42 - (42)
2155 Notary/Bonds Fees - - - -
2160 Office Supplies 24,053 22,909 23,000 23,000 -
2170 Postage 1,927 1,582 3,000 3,000 -
2180  Printing / Imaging Expense 82 368 1,200 1,200 -
2440  Classroom Training 1,792 4,054 3,000 6,000 3,000
2540  Groceries 410,592 439,936 434,386 430,000 (4,386)
2545  Household Utensils 30,330 20,561 38,685 33,600 (5,085)
2550 Detention Supplies 33,020 24,100 37,107 35,000 (2,107)
2590 County Auto Maintenance 6,864 1,458 4,500 4,500 -
2640 Maintenance/Labor on Building 782 716 3,305 1,500 (1,805)
2690 Hardware & Electrical Supplies - - - - -
2720  Janitorial Supplies 45,878 58,539 40,206 45,000 4,794
2920 Drug & Medical Supplies 22,977 15,620 25,312 25,000 (312)
2930 Photo Supplies 1,473 - 2,000 1,100 (900)
2960 Training Supplies - - - - -
2970  Uniforms - - - - -
3095 Fuel 6,604 2,681 8,000 6,000 (2,000)
5050 Juvenile Groceries 63,067 66,534 80,097 80,000 97)
5080 School/Recreation Expense 1,283 1,120 1,400 1,400 -
5590 Other Professional Fees 9,034 9,284 12,629 15,000 2,371
7020  Equipment Rental 23,803 10,346 21,990 22,000 10

OPERATING EXPENSES TOTAL 696,234 696,622 762,118 747,675 (14,443)

Totals 13,157,401 13,410,016 14,106,202 13,708,276  (397,926)




REPLACEMENT EQUIPMENT REQUEST

Department Juvenile - Detention Center Budget Neo. 5114
Item to be Age Property Estimated Cost
Priority Replaced {years) Number of Replacement Comments/Justification

[ Duress Alarms NA NA 15 x $190 = §2.850 Damaged — too costly to repair

5 Folding Tables NA NA 10x 8150 = $1,500 Damaged- oo costly to repair

i Mattresses NA NA 200 x 326 = $5,200 Unsanitary to repair mattresses : Texas

2 Fuvenite Justice Department’s standards
state that mattresses must be replaced if
ripped or have holes

4 Tasl¢ chairs NA NA 10 x $380 = $3,800 Damaged — too costly to repair

5

6

7

g

Total = 513,350

Form E
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Dallas County Juvenile Department

Hill Center - 5115 Budget

FY2016
Expense Hill Center 2013 Actuals 2014 Actuals 2015 Current 2016 Projected Difference

Code Budget

SALARIES AND BENEFITS
1020  Salaries - Assistant 1,455,299 1,489,410 1,536,042 1,536,042 -
1025  Supplemental Pay 888 (888) - - -
1050  Salaries - Overtime - 121 - - -
1060  Salaries - Extra Help 59,498 64,309 65,000 65,000 -
1080  Mileage Reimbursement 46 76 500 500 -
1090 Salary Lag - - (38,401) (38,401) -
1111  FICA 88,154 90,621 99,265 95,235 (4,030)
1112  Medicare 20,693 21,252 23,215 22,273 (942)
1113 PARS 69 53 - - -
1120  Sick Leave Payoff 9,637 6 - - -
1140  Insurance -Employer 301,337 319,678 331,500 331,500 -
1150  Fringe Benefits Retirement-Employ 161,534 175,340 171,645 176,645 5,000
1190  Workers Compensation- County 20,970 24,455 - - -

SALARIES AND BENEFITS TOTAL 2,118,126 2,184,433 2,188,766 2,188,794 28

OPERATING EXPENSES
2090  Property Less than $5000 2,377 8,720 3,390 3,895 505
2150 License and Permit Fees - - - - -
2155  Notary/Bonds Fees - - 85 28 (57)
2160  Office Supplies 2,433 2,543 2,308 3,000 692
2170  Postage 480 1,127 400 700 300
2180  Printing/Imaging Expense - - 800 - (800)
2440  Classroom Training 500 815 400 900 500
2545  Household Utensils 394 354 - 400 400
2550  Detention Supplies 2,634 1,962 3,000 3,500 500
2640  Maintenance/Labor on Building - - 250 250 -
2720  Janitorial Supplies 7,929 8,639 6,150 8,000 1,850
2920  Drug & Medical Supplies 907 1,242 1,200 2,200 1,000
2960  Training Supplies - 130 350 350 -
5080  School/Recreation Expense - - 200 200 -
5590  Other Professional Fees - - - 2,400 2,400
7020  Equipment Rental 1,683 1,538 2,645 2,800 155
8610  Special Equipment - - - 2,400 2,400

OPERATING EXPENSES TOTAL 19,337 27,069 21,177 31,023 9,846

Totals 2,137,462 2,211,502 2,209,943 2,219,817 9,874




REQUEST FOR PROFESSIONAL SERVICES

Department Juvenile — Hill Center N Budget No. 5115
FY2015 TF‘x{z{)lﬁ
Pay To Description of Services Budget Amount
Requested
Licensed Barber A professional barber is needed to provide $2,400
haircuts to male residents in the juvenile
justice system placed at the Marzelle Hill
Center. The barber must perform a basic
haircut, edge-up, and cut any length of
hair and any type of hair. This is needed
for appropriate hygiene and appearance.
Process Improvement Consulting Request
Estimated Cost per Hair cut - $3
40 cuts per month x §5 = 5200 x 12 months for the year
Total = 32,480
?.._7,,,,,, S
|[FORM C

FY 2016




REPLACEMENT EQUIPMENT REQUEST

Departmeni Juvenile - Hill Center Budget No. 5115
Item to be Age Property Estimated Cost
Priority Replaced {years) Number of Replacement Conuments/Justification
| Maltresses NA NA 24 x $100 = 2,400 Unsanitary to repair mattresses : Texas
Tuvenile Justice Department’s standards
state that mattresses must be replaced if
ripped or have holes
5 Task chairs NA NA 2 x 380 = 5760 Damaged — too costly to repair
- Executive High-back NA NA 3x 8245 =§735 Damaged — too costly to repair
2 chairs
4
5
0
5
8
Total = $3,8953
Y2010
Form ®

.




PROGRAM IMPROVEMENT REQUEST
COMPUTER HARDWARE AND SOFTWARE

Department Juvenile — Marzelle Hill Center Budget No. 3115

Tidle of PIR Desktop Computer Request Request Type H
{assigned by

PIR # Data Services) Possible Funding Souree

Description of Need and Justification

Computers — The Marzeile Hill Center is requesting one new computer for the superintendent’s office located within
that facility. The superintendent currently has a laptop computer, on lean, from Techshare; however, that loaner is
currently not working properly. A desktop computer would be more user friendly for meeting her business needs and
work requircments. When gathering and distributing paperwork interdepartmentally, county-wide and state-wide, the
new computer would aide in timely access to data to evaluate youth under her care; and the overail disbursement of
pertinent information to expedite a resolution of care in that particular case. The new computer will allow the
superintendent to be more efficient in her day-to-day processing of reports, compiling statistical data, making Kronos
cniries and providing investigative updates to TIID.

Standard Desktop Computer $1,025 (to include the added cost of MS Office licenses)

Expected Benefits

A desktop computer is essential to the overall business operation of the Hill Center. The superintendent relies on fast
and accurale information in critical situations. Being able to track the progress and the behaviors of residents more
accurately and efficiently would expedite the release of youth back into the community. Although this computer will be
housed at the Hill Center, the superintendent must continue to monitor the standard operation procedures of the
detention center simultancously.

Department Head Signature Priority

Department Contact Person Bill Edwards Phone  214-698-2222

Received by Office of Budgel and Evaluation

Rec’d by Data Services

Scoring

Cost Savings

Cost Avoidance
Legal Requirements

Service to the Pubhc

Improved Management
Controls

Multi-Use Svstems
Cost Recapture

Critical System Upgrade

Form I

Fy201i6




PROGRAM IMPROVEMENT REQUEST
CAPITAL, EQUIPMENT, RENOVATION,
MISCELLANEOQOUS

Department Marzelle Hill Center Budget No 5115

Brief Title of PIR 3 Portable Radios

Estimated Cost $2,400 Department Priority

Brief Summary of Request

3 Additional Radios — In keeping with the enhancement of safety and security at the Hill Center, the
three additional radios will allow for better communication amongst staff anywhere in the building.
Currently, the Hill Center does not have a duress system to summon additional help in emergency
sttuations. Therefore, the additional radios will allow both supervisors and the assistant superintendent
to have a radio and respond immediately as they are often in different parts of the building throughout
the day. New safety and security measures at the Hill Center now require male residents to be split up
when the population is over 24, and constant communication s vital during these times.

Discussion of Need

150 MHZ Radios - 3 @ $800 each = $2,400
Includes: Battery, belt carrier and charger

Staff Review and Comment

Form & FY2016




Dallas County Juvenile Department
Letot and RTC Center - 5116 Budget

FY2016
Expense Letot and RTC Center 2013 Actuals 2014 Actuals 2015 Current 2016 Projected Difference

Code Budget

SALARIES AND BENEFITS
1020 Salaries - Assistant 1,899,327 1,991,813 2,283,342 3,719,453 1,436,111
1025 Supplemental Pay 1,128 (1,128) - - -
1050 Salaries - Overtime 236 4 - - -
1060 Salaries - Extra Help 29,260 41,321 120,000 372,984 252,984
1080 Mileage Reimbursement 3,033 4,683 3,200 10,700 7,500
1090 Salary Lag - - (57,083) (50,883) 6,200
1111  FICA 113,078 119,348 144,357 284,538 140,181
1112  Medicare 26,446 27,912 33,761 53,932 20,171
1120 Sick Leave Payoff 63 293 - - -
1140 Insurance -Employer 356,772 416,831 612,000 737,200 125,200
1150  Fringe Benefits Retirement-Employ 205,075 231,442 262,585 427,737 165,152
1190  Workers Compensation- County 20,750 24,367 - - -

SALARIES AND BENEFITS TOTAL 2,655,166 2,856,885 3,402,162 5,555,661 2,153,499

OPERATING EXPENSES

2090 Property Less than $5000 - 258 - 4,983 4,983
2093 Computer Hardware - - - 3,500 3,500
2095 Computer Software - - - 500 500
2150 License & Permit Fees - - 350 704 354
2155 Notary/Bonds Fees - - - 144 144
2160  Office Supplies 8,795 6,467 7,827 24,652 16,825
2170 Postage 478 386 500 1,250 750
2180  Printing / Imaging Expense 218 33 530 1,324 795
2440  Classroom Training 1,000 1,843 1,000 1,178 178
2460 Training Fees 3,158 1,833 2,000 3,200 1,200
2540  Groceries 38,816 46,594 45,000 109,123 64,123
2545  Household Utensils 4,958 4,881 5,000 21,750 16,750
2550 Detention Supplies 6,423 4,114 5,000 18,500 13,500
2590 County Auto Maintenance 156 289 3,500 7,000 3,500
2640 Maintenance/Labor on Building 45 2,283 2,000 5,000 3,000
2720 Janitorial Supplies 2,239 3,351 3,000 12,250 9,250
2920 Drug & Medical Supplies 83 565 1,000 2,640 1,640
2960 Training Supplies - - 1,500 3,750 2,250
2970  Uniforms - - - 13,750 13,750
3095 Fuel 3,061 2,665 3,100 6,350 3,250
5050  Juvenile Groceries 5,500 5,711 8,370 25,643 17,273
5080 School/Recreation Expense - - 400 1,000 600
5590 Other Professional Services - - - 480 480
7020 Equipment Rental 3,065 2,850 4,017 9,881 5,864
8610  Special Equipment - - - 2,400 2,400

OPERATING EXPENSES TOTAL 77,995 84,123 94,093 280,952 186,859

Totals 2,733,161 2,941,008 3,496,255 5,836,613 2,340,358




PROGRAM IMPROVEMENT REQUEST
CAPITAL, EQUIPMENT, RENOVATION, MISCELLANEQOUS

Department Letot Center Budget No 2116
Brief Title of PIR Steel Storage Cabinet

Estimated Cost $1344.00 Depariment Priority

Brief Summary of Request

As a residential facility for children ages 10 through 16, Letot Center needs to provide an environment
rich with opportunities for learning and growth. The Letot Center also provides each youth with
individual personal storage space for hygiene products, underwear, and clothing items.

Discussion of Need

Per Texas Department of family and Protective Services Minimum Standards, we must have “personal
storage space in the child’s bedroom for each child’s clothing and belongings.” The current cabinets

have bent shelving and rust areas on some surfaces. These cabinets could pose risk of harm to children
in care.

Staff Review and Comment

Form G FYZ0i6
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REQUEST FOR PROFESSIONAL SERVICES

Department _Letot Center Budget No. 5116
FY2015 FY2016
Pay To Description of Services Budget Amount
Requested
Licensed Barber A professional barber is needed to provide $480

hatrcuts to male residents in the juvenile
Justice system placed at Letot Center basic
haircut edge-up, and cut any length of hair
and any type of hair. This is needed for
appropriate hygiene and appearance.

Process Improvement Consulting Request

Estimated Cost per Hair cut - $5
8 cuts per month x $5 = $40 x 12 months for the year
Total = $480.00

FORM C

FY 2016




PROGREAM IMPROVEMENT REQUEST
CAPITAL, EQUIPMENT, RENOVATION, MISCELLANEOUS
Department Letoi Center Budget No 5116 )
RBrief Title of PIR 2 Boolicases ~ Male Unit T

Estimated Cost 338880 Depariment Priorily

Brief Svwmmary of Reguest

As a yesidential facility for children ages 10 though 16, Letof Center needs 1o provide an environment rich with
opportunitics for learning and growth. To this effect, we receive donations of books, magazines and tabie games for
residents, and also buy needed 1ems with donated money. Carrently in the Male Unit we have an _ old, donated
entertainment center to house these ilems, resulting in insufficient space and inefficient use of space. Two bookcases
would provide more efficient use of space and presenl a wove professional appearance (o the many towrs that we offer to
prospective donors and interested agencies. i

Biscossion of Need

Staft Review and Comnent

Form BYzgle b
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PROGRAM IMPROVEMENT REQUEST
CAPITAL, EQUIPMENT, RENOVATION,
MISCELLANEOUS

Bepartment Letot Center Budget No 5118

Brief Title of PIR 2 - Desk Chairs for Secretaries and Staff

Listimated Cost $3,051.00 Department Priority

Brief Sammary of Request

9 Desk Chairs: Task Asynchronous w/Arm Seat Glide, (HON 7808)

Discussion of Need
For many years Letot Center has received used furniture donations from law firms and others

in the community, decreasing or eliminating the need for furniture funded by Dallas County.
Because all the donated furniture has been in use for a number of years, and many pieces
come in with some malfunction, ali have a much shorter expected life than if we acquired
them when new. Presently we have a variety of chairs that are missing arm rests, filf
backwards excessively, cannot be adjusted for height, and a variety of other issues.

Staff Review apd Comment

Form GG ) . FY2016




PROGRAM IMPROVEMENT REQUEST
CAPITAL, EQUIPMENT, RENOVATION,
MISCELLANEQUS

Deparument Letot Center Budget No 5116

Brief Title of PIR 2 Portable Radios

Estimated Cost $1,600 Department Priority

Brief Summary of Request

2 Additional Radios — As part of ensuring the salety and security of our residents and staff,
employees in the Intake-Orientation and Residential Units use portable radios to communicate with
each other. Because both of these units offer residential services, staff and residents spend time in
different parts of the building, such as classrooms, cafeteria, gym, and others. Staff need to have a
portable comununications network so that everyone is connected all the time. This communication
network needs to include the administrators, who frequently report to a particular area to assist with
any need, including among others: restraining out-of-control residents, assisting during transportation
within the building, relieving a staff member for a break, supervision during meals, etc.

At present the three administrators share one radio, atthough their schedules overlap on most days.
Two additional radios would allow each of three administrators to have an assigned radio and have
lmmediate communication with staft anywhere in the building.

Discussion of Need

150 MHZ Radios - Z @ $800 each = $1,600
Includes: Battery, belt carrier and charger

Staff Review and Comment

Form ‘ - EYI016
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PROGRAM IMIPROVEMENT REQUEST

COMPUTER HARDWARE AND SOFTWARE

Department Letot Ceanter Budget No.5116

Title of PIR One Laptop with case and dock bundle — Besidential Request Type Laptop
(assigned by Data . N ]

PIR # L Bervices) Possible Funding Seuree

Deseription of Need and Justification

#s & residandial Faciity, Leiol Center has to provide residents walh all their basio needs, including medical, dental and psychialric services.
Some of out residents are court-orderad, and most relurn 1 court on a reguiar besis for hearings. Meeting these needs resuils in Prabation
Officars and Supervisors accompanying shildeen to professional appointments away from Letol Center. Thess irips include, but are not limiled
fo: court hearings al Henty Wads Juvenile Justice Genter (HIWJJC), medical clinic af HWRIC, dental clinic al HWJJC, Parkdand Hospital, private
physicians, and hakr care atprivale salons. Gombined, staff spend an average of 20 hours a week on these vislts, A a minkum, we have these
visits in one week: 2 dentisivisits, at 1.5~ 2 hours each (3 - 4 hours a week} and & Friday Clinic visit at 1.5 - 2 hours each, for a minimum of 4.8
to 6 hours. Because we usually have courf bearings and psychialry visils, the weekly average lime spent waiting for residents’ professicnal
appointments 15 20 hours

Expected Benefits

We arz requesting a laptop to be shared by 8 staff members when they accompany residents to professional visits.
This would allow them to use the Eme efficlently as they cenlinue to parform work duties while away from the office.
They can read and reply to e-mall, work on case-planning docurnents, perform Intemeat search for resources o
share with clients, work on gpecial projects (memos, palicy revision, program design, schedule, etc.), write Incident
Reports, prepare chronological notes o load unfo TachShars {case database softwars) upen refum to the office,
and cthers

Departiment Head Signature Priority
Department Contact Person Phone
Received by Office of Budget and Fvaluation Rec'd by Data Services

Scoring

Cost Savings Improved
Management
Controls
Caost Avoidance Multi-Use Systens
§ | Legal Requirements Cast Regapture
¢ 1Scrvice to the Public Critical System
Ungrade
g Hopur 7 Y2016

FY2000 Operating Budget 7 Capiiad Improvemeni #les Preparaiion Mool
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COMPUTER HARDWARE AND SOFTWARE

Department Letnt Center Budget No.5116

Title of PIR One Laptop with oase and dock bamdle - Tntake  Requost Type Lapton
{assigned by Dala

PiR# Services) Possible Funding Source

Description of Need and JustHication ]

As a facility that providss intake and residential servicss, several Letot Center units work 24 hours a day, every
clay. Because we work with children ages 10 - 16, the appropriate number of staff members must be present and
directly supenvising residenis at all times. This inciudes sleeping hours, when no program activity is taking place. A
i staff member supendses residents in the Orientation Unit, remaining in the area at alf times. Aside from cbserving
I' the residents and making notes on their activity on infervals not to excead 15 minutes, the employee can do very
fow tasks without leaving the dom area

rExpect@d Benefits

We ars requesiing 2 laptop to be sharad by intake/Orientation staff assigned to the right shift. The lapiop would
aflow the night staff to help the unit {o move toward a papetiess operation and fo lessen the load of day staff. They
| can prepare doctumentation that is either done by hand of done by day staff with access o a deskiop computer,
Some of the projacts with which ey could help inciude! intake Log, Avarage Daily Population Log, Inventory
requeasts, Stalistics, medical forms, and others

Drepartment Head Signature Priority
Department Contact Person Phone
Recetved by Office of Budget and Evaluation Rec’d by Data Services
Scoring
Cost Savings Improved
Mapagement
Controls
Cost Avoidance Mulii-Use Systeris
Legal Requirements Cost Recaphire
service w e Public Critical Systeim
I Ungrasde

Form B
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Dallas County Juvenile Department
Youth Village Center - 5117 Budget

FY2016
Expense Youth Village Center 2013 Actuals 2014 Actuals 2015 Current 2016 Projected Difference
Code Budget
# SALARIES AND BENEFITS
1020  Salaries - Assistant 2,284,799 2,259,635 2,350,231 2,350,231 -
1025  Supplemental Pay 1,296 (1,296) - - -
1050  Salaries - Overtime 19 - - - -
1060  Salaries - Extra Help 140,286 94,177 150,000 204,904 54,904
1080  Mileage Reimbursement 6,577 2,976 8,000 8,000 -
1090 Salary Lag - - (58,756) (58,756) -
1111  FICA 141,917 137,315 155,014 158,418 3,404
1112 Medicare 33,190 32,114 36,253 37,049 796
1120  Sick Leave Payoff 397 97 - - -
1140  Insurance -Employer 454,418 493,677 510,000 501,500 (8,500)
1150  Fringe Benefits Retirement 258,444 267,269 270,277 287,527 17,250
1190  Workers Compensation- County 31,054 35,208 - - -
SALARIES AND BENEFITS TOTAL 3,352,397 3,321,173 3,421,019 3,488,873 67,854
OPERATING EXPENSES
2090 Property Under $5000 - - - 1,424 1,424
2093  Computer Hardware - - - 1,750 1,750
2095  Computer Software - - - 250 250
2150  License & Permit Fees - - - 300 300
2155  Notary Fees - - - 80 80
2160  Office Supplies 6,762 7,659 7,007 6,500 (507)
2170  Postage 794 838 1,100 1,000 (100)
2180  Printing / Imaging Expense 11 - 100 100 -
2440  Classroom Training 500 1,464 740 990 250
2540  Groceries 203,612 239,296 180,000 186,940 6,940
2545  Household Utensils 7,456 2,395 6,521 5,500 (1,021)
2550  Detention Supplies 1,917 2,008 3,729 7,278 3,549
2590  County Auto Maintenance 5,297 3,682 5,000 5,000 -
2640 Maintenance/Labor on Building 795 4 1,553 1,798 245
2690  Hardware & Electrical Supplies - - 250 250 -
2720  Janitorial Supplies 9,259 9,095 8,225 8,000 (225)
2760  Ground Maintenance - - 1,500 1,500 -
2920 Drug & Medical Supplies 301 376 1,500 1,500 -
2960  Training Supplies 500 407 2,093 1,000 (1,093)
3095  Fuel 6,161 5,877 7,500 9,634 2,134
5050  Juvenile Groceries 31,034 24,199 38,631 39,237 606
5080  School/Recreation Expense 175 - 1,000 1,000 -
5590  Other Professional Fees 3,000 2,525 4,675 4,320 (355)
7020  Equipment Rental - 1,775 3,539 2,700 (839)
8410  Furniture and Equipment - - - 2,000 2,000
OPERATING EXPENSES TOTAL 277,573 301,599 274,663 290,051 15,388
Totals 3,629,970 3,622,772 3,695,682 3,778,924 83,242




PROGRAM IMPROVEMENT REQUEST
COMPUTER HARDWARE AND SOFITWARE

l Department Youih Village

Budget No 5117

| Brief Title of PIR  -a@ptop with case and dock bundle

Estimated Cost $2,000

Department Priority

Description of Need and Justification:

to keep watch out of the windows to see if visitors are coming.

The Youwh Village facility is in need of a laptop fo utilize at the receptionist area being that the desktop is no longer
functional. 1T has been cailed many times, to no avail. The line needed to get the computer functioning properly is costly
and it hasn’t been dropped after repeated request. The receptionist is sharing an office with a Probation Officer and having

Expected Benefits

also use for training webinars.

Lap top will provide for more efficient reports, other decumentations, and enhance overall operations. Employees may

Department Head Signature

Pricrity

Department Contact Person

Phonre

Received by Office of Budget and Evaluation

Rec'd by Data Services

Scoring

Cost Savings

Cost Avoidance

Lagal Requirements

Service to the Public

improved
Management
Controls

Multi-Use Systems

Cost Recapture

Critical System
Upgrade

Form H

FY2016




PROGRAM IMPROVEMENT REQUEST
CAPITAL, EQUIPMENT, RENOVATION, MISCELLANEOUS

Department Juvenile/Youth Village Budget No 5117

Brief Title of PIR Guest Chairs

Estimated Cost 32,218 (8) Bepartment Priority

Brief Summary of Request:
Guest Chair Pillow-Soft (Series 2190) 4-Leg Frame (Hon 2194) (§277 each)

BDiscussion of Need: These chairs are needed for Youth Village Conference room. The chaivs that are carrently being
used are ones that have heen donated by other organizations or other departments within the County. The chairs are al

broken and worn out and would be more costly to try {o repair than te purchase new ones.

Form G FY20le
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PROGRAM IMPROVEMENT REQUEST

CAPITAL, EQUIPMENT, RENOVATION, MISCELLANEOUS

Department Juvenile/Youth Village Budget No 5117

Brief Title of PIR Folding Tables {Activity}

Estimated Cost $1,208 Department Priority

Brief Summary of Reqguest:
367X 727 Activity Tables (Hon ESR3672L) 8 each @ $1571 = 51,208

Discussion of Need: The Youth Village and Medlock facilities do not have tables that are suitable for any large campus
event. (Such as Juvenile Board meetings, Holiday Celebrations, Staff Events, etc.) These are borrowed from other
facilities or one of the local churches, and often times they or broken or mismatched. Both facilities would benefif from
the purchase of tables as they ¢an be utilized by both eampuses and eliminate the need for borrowing tables snd
sometimes having to reschedule events due to tables heing unavailable on specific days.

Staff Review and Comment

Form ¢ FY?20i6
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Dallas County Juvenile Department
Medlock - 5118 Budget

FY2016
Expense Medlock 2013 Actuals 2014 Actuals 2015 Current 2016 Projected Difference

Code Budget

SALARIES AND BENEFITS
1020 Salaries - Assistant 2,642,209.99 2,685,864.08 2,753,536 2,350,231 (403,305)
1025 Supplemental Pay 1,368.00 (1,368.00) - - -
1060 Salaries - Overtime - - - - -
1050 Salaries - Extra Help 124,299.38 120,983.38 150,000 204,904 54,904
1080 Mileage Reimbursement 4,789.85 4,585.71 5,000 8,000 3,000
1090 Salary Lag - - (74,229) (58,756) 15,473
1111 FICA 163,063.37 164,881.74 180,020 158,417 (21,603)
1112  Medicare 38,135.79 38,561.12 42,102 37,049 (5,053)
1120 Sick Leave Payoff 651.16 - - - -
1140 Insurance -Employer 450,549.98 554,633.11 603,500 501,500 (102,000)
1150  Fringe Benefits Retirement-Employ 292,768.25 317,954.62 316,656 287,527 (29,129)
1190 Workers Compensation- County 31,704.85 38,223.07 - -

SALARIES AND BENEFITS TOTAL 3,749,540.62 3,924,318.83 3,976,585 3,488,872 (487,713)

OPERATING EXPENSES
2050 Conference/Staff Development Expense 186.01 - - - -
2090 Property less than $5000 - 1,349.80 - 3,662 3,662
2093  Computer Hardware - - - 1,750 1,750
2095 Computer Software - - - 250 250
2150 License & Permit Fees - - 52 52 -
2155 Notary/Bonds Fees - - - - -
2160 Office Supplies 7,452.64 7,651.18 8,161 8,160 1)
2170 Postage 166.64 294.58 1,000 1,000 -
2180  Printing / Imaging Expense - 33.00 100 100 -
2440 Classroom Training 2,253.68 826.99 800 990 190
2545  Household Utensils 2,500.00 3,659.58 3,363 4,000 637
2550 Detention Supplies 13,036.42 8,421.54 13,000 11,879 (1,121)
2590 County Auto Maintenance 534.34 201.51 500 500 -
2640 Maintenance/Labor on Building 44.88 44.88 150 198 48
2720 Janitorial Supplies 8,988.55 8,944.37 10,990 11,000 10
2760  Ground Maintenance - 123.15 1,000 1,000 -
2960 Training Supplies 1,028.80 702.20 1,928 1,700 (228)
3095 Fuel 2,407.41 1,943.65 3,000 3,300 300
5050 Juvenile Groceries 1,628.50 981.10 3,519 3,500 (19)
5080 School/Recreation Expense 590.63 91.68 1,000 1,000 -
5590 Other Professional Fees 4,500.00 2,448.00 6,125 5,760 (365)
7020 Equipment Rental 4,060.62 2,828.88 5,736 4,500 (1,236)
8410  Furniture and Equipment - - - 15,600 15,600

OPERATING EXPENSES TOTAL 49,379.12 40,546.09 60,423 79,901 19,478

Totals 3,798,919.74  3,964,864.92 4,037,008 3,568,773 (468,235)



PROGRAM IMPROVEMENT REQUEST
COMPUITER HARDWARE AND SOFTWARE

l Department Juvenile/Mediock Budget No 5118

_ r Brief Title of PIR  Laptop with case and dock bundle

Estimated Cost $2,000 Department Priority

Description of Need and Justification

The Medlock facility is in need of a laptop in order to meet Tech Share requirements for Medlock and Youth Village and
also to be used during training at Mediock and Youth Village.

Expected Benefits
It will enhance the overail facility operations and can also be utilized for online training webinars for statf.

Department Head Signature

Priority

Department Contact Person Phone
Received by Office of Budget and Evaluation Rec'd by Data Services
Scoring
Cost Savings Improved

Management

Controis
Cost Avoidancs Multi-Use Systems
Legal Requirements Cost Recapture - .
Service 10 the Public Critical System

Upgrade

Form H i FY2016




PROGRAM IMPROVEMENT REQUEST
CAPITAL, EQUIPMENT, RENOVATION, MISCELLANEOUS

! Department Juvenile/Mediock Budget No 5118
Brief Title of PIR Portabie Facility Radios

Estimated Cost ) %15,600 Department Priority

Brief Summary of Request: Portable Radios
B0OMHZ with battery, belt carvier and charger (Batliffs, Security, Detentions only)

12 each @ 31,300 = $15,600

Discussion of Need: The radios that are currently in use were left in 2005 by Correctional Service Corporation when the
county took over the facility. The radios are needed to maintain safety and security in all areas of the facility. To not
have working radios is a safety hazard for staff and residents,

Stalf Review and Comment

Form G FY26i6
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PROGRAM IMPROVEMENT REQUEST
CAPITAL, EQUIPMENT, RENOVATION, MISCELLANEOUS

Department Juvenile/Mediock Budget No 5118

Brief Title of PIR Guest Chairs

Estimated Cost $3,878 Department Priority

Brief Summary of Request:

9+ Guest Chair Pillow-Soft (Series 2196) 4-Leg Frame (HON 2194)

Biscussion of Need: There have never been chairs purchased for the reception area or for staff in the dorm areas. The
chairs being used are chairs that were feft throughout the buiiding by Corvectional Service Corporation in 2805 or
donated by other facilities.

Staff Review and Comment

Form G FY20ie6
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PROGRAM IMPROVEMENT REQUEST
CAPITAL, EQUIPMENT, RENOVATION,
MISCELLANEOUS

Department Letot Center Budget No 5116

Brief Title of PIR 9 Portable Two-Way Radios

Estimated Cost $7,200 Department Priority

Brief Summary of Request

9 Two-way Radios — In keeping with the enhancement of the safety and security at the Letot
Residential Treatment Center, these radios will allow for better and faster communication amongst
staff while they are in various locations within the building. It is essential that the lines of
communication are open, via portable radios, with all pertinent units within the facility. The radios
will allow for direct care staff, clinical staff, administration, and the receptionist to respond
immediately for routine needs or critical incidents, as they are often in different areas of the
building throughout their shift. Additionally, the radios will allow for staff members to summon
additional help in emergency situations.

Discussion of Need

150 MHZ Radios - 9 @ $800 each = $7,200
Includes: Battery, belt carrier and charger

Staff Review and Comment

Form G FY?2016




Dallas County
Office of Budget and Evaluation

June 8", 2015
To: Commissioners Court

Through: Ryan Brown, Budget Officer

From: Shahrzad Rizvi, Budget and Policy Analyst
Subject: Auto Service Center 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
Auto Service Center has submitted the following requests:

1. upgrade to a smartphone

2. automotive scanner, alignment and tire pressure software upgrade;

3. and a request to replace two impact wrenches.

Auto Service Center’s request for an upgrade from a flip phone to a smart phone with
internet access in order to respond to e-mails and phone messages when not in the office.

The automotive software upgrade is a recurring cost for the department, but not annually.
The upgrades are required so the scanner software used to troubleshoot vehicles in our
fleet can recognize new vehicles added as we replace older models. The request also
includes repairing and upgrading the alignment and tire pressure monitor software. The
alignment and tire pressure monitor help increase tire longevity.

Equipment replacement request includes two 1/2” Impact wrenches which are at the end
of their useful life.

FINANCIAL IMPACT

The estimated recurring cost of the smartphone upgrade is $500. The estimated one-time
cost of the software upgrades is $5,000. The estimated one-time cost to replace old
impact wrenches is $600.

RECOMMENDATION
The Office of Budget and Evaluation recommends:
1. authorizing the upgrade of the automotive software scanners as they will be
needed for the department to service the new fleet additions;
2. not authorizing the upgrade to a smartphone as the fleet can be managed with the
current voice plan.
3. authorizing the upgrade of alignment software and tire pressure monitoring
software to increase tire longevity of the fleet.

411 EIlm Street - 3rd Floor, Dallas Texas 75202-3340
(214) 653 - 6655 e Fax (214) 653 - 6517 e charles.reed@dallascounty.org



4. authorizing the replacement of the requested equipment as they are needed for the
department to continue maintenance on the County’s fleet.

These recommendations have an estimated increase allocation of $6,350.



AUTOMOTIVE SERVICE CENTER
1027

Form G  PIR — Data phone service
Form G  PIR - Automotive Software Scanner Upgrades

FormD  PIR - Replacement Equipment Request



PROGRAM IMPROVEMENT REQUEST
CAPITAL, EQUIPMENT, RENOVATION, MISCELLANEOUS

Department Automotive Service Center Budget No 1027

Brief Title of PIR  Data phone service
Estimated Cost $750.00 a year

Department Priority

Brief Summary of Request

-Upgrade from a Samsung Rugby 111 flip phone for a Data phone with Internet access.

Discussion of Need

To respond and have access to Dallas County Emails and phone messages when not in
office.

Staff Review and Comment

Form G

FY2016
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PROGRAM IMPROVEMENT REQUEST
CAPITAL, EQUIPMENT, RENOVATION, MISCELLANEOUS

Department Automotive Service Center Budget No 1027
Brief Title of PIR  Automotive Software Scanner Upgrades
Estimated Cost $5,000 Department Priority

Brief Summary of Request

-software upgrades for automotive scanners (pro-link), vem, and snap-on)
-Alignment machine repair and upgrade
-Tire pressure monitor software upgrade

Discussion of Need
To upgrade software needed for upcoming new vehicles in Dallas County Fleet. To repair
and upgrade Alignment machine needed for new vehicles in fleet.

Staff Review and Comment

Form G FY2016
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REPLACEMENT EQUIPMENT REQUEST

Department

Automotive Service Center

Budget No.

1027

Priority

Item to be
Replaced

Age
(years)

Property
Number

Estimated Cost
of Replacement

Comments/Justification

1

2-1/2 Air
Impacts

5

600

to replace old worn out air
impacts

10

Form D

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




Dallas County
Office of Budget and Evaluation

June 8, 2014
To: Commissioners Court

Through: Ryan Brown, Budget Officer

From: Shahrzad Rizvi, Budget and Policy Analyst
Subject: Building Security 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,
Building Security has submitted the following requests:

1. addition of one (1) Training and Standards Lieutenant (G67);

2. addition of four (4) Monitor Dispatcher position (G6);

3. reclassification of Lieutenant — Screening and Support;

4. reclassification of Sergeant — Shift Supervisor;

5. upgrade of access control systems;

6. service and repair of current access control system (Cisco) ;

7. service and repair of legacy access system (Velocity);

8. service for X-Ray devices;

9. replacement of an X-Ray Device;

10. smartphones for supervisors;

11. additional portable radios;

12. body camera video system;

13. new uniforms for new positions;

14. and soft body armor;

Building Security has experienced a growth of responsibility above and beyond the
management of security guards to include the management of video observation systems,
surveillance systems, and access controls. In FY2015 Commissioners Court approved the
conversion of department staff to the Law Enforcement Salary Schedule.

The Department requests the addition of one (1) Training and Standards Lieutenant
position to ensure that the department’s 48 Peace officers and Security guards maintain
their CLE and renewal requirements a requirement for this position will be to hold
instructor credentials for TCOLE courses. This position will also assist in recruitment,
hiring and internal investigations.

The department requests one (1) Lieutenant — Screening support position and three (3)
Sergeant-Shift Supervisor positions be reviewed for reclassification.

411 Elm Street - 3rd Floor, Dallas Texas 75202-3340
(214) 653 - 1167 e Fax (214) 653 - 6517 e shahrzad.rizvi@dallascounty.org



The department requests a Body Camera Video System consisting of 25 cameras to be
worn by peace officers and select security officers in the busiest posts.

The department request additional portable radios and accessories due to the increase in
staffing and adoption of 10 hour shifts that increase shift overlap.

The department requests six (6) smartphone plans for 3 Sergeants and 3 Corporals.

The department requests additional funding to transition from the current building
security uniforms to a new uniform that has a more professional appearance.

The department also requests soft body armor for all Building Security personnel.
Currently, security guards are not outfitted with body armor as it is not a requirement.

FINANCIAL IMPACT

The estimated annual recurring cost to add a Training and Standards Lieutenant position
is $69,134. The estimated annual recurring cost to add four (4) Monitor and Dispatch
positions is $170,012. The estimated annual recurring cost to reclassify the Lt. Screening
& Support position is $9,442. The estimated annual recurring cost to reclassify three (3)
Sgt. Shift Supervisor positions is $58,308. The estimated annual recurring cost to
reclassify the Screening and Support Lieutenant is $9,441. The estimated one-time cost to
upgrade the Access Control System is $315,000. The estimated recurring cost for service
and repair of the Cisco access control system is $47,525. The estimated recurring cost for
service and repair of the legacy (Velocity) access control system is $18,500. The
estimated cost to replace an X-Ray machine is $32,500. The estimated recurring cost for
an X-Ray service contract is $30,600. The estimated one-time cost for a Body Camera
Video System is $3,500. The estimated cost of additional portable radios is $6,500. The
estimated recurring cost for smartphones for supervisors is $5,040. The estimated cost of
the new security uniforms is $350. The estimated cost of the soft body armor is $21,744.
The total cost for all requests is $466,865.

RECOMMENDATION
The Office of Budget and Evaluation recommends:

not authorizing the lieutenant for Training and Standards position;

authorizing the addition of 4 monitor & dispatcher positons;

authorizing the reclassification review of Lieutenant — Screening and Support;
authorizing the reclassification review of Sergeant — Shift Supervisor;
directing the upgrade of access control systems to the capital program;
authorizing the service and repair of current access control system (Cisco) ;
authorizing the service and repair of legacy access system (Velocity);
authorizing the service for X-Ray devices;

authorizing replacement of an X-Ray Device;

10 not authorizing smartphones for supervisors as they were authorized in FY2015;
11. directing additional portable radios to Telecommunications Services;

CoNOR~WNE



12. not authorizing body camera video system as it may be predicated on a county-
wide discussion;

13. authorizing new uniforms for new positions;

14. and not authorizing soft body armor as it is not a requirement;

These recommendations have an estimated annual recurring cost of $237,760 and an
estimated one-time cost of $129,475 for a total cost of $367,235 in FY2016.












PROGRAM IMPROVEMENT REQUEST
CAPITAL, EQUIPMENT, RENOVATION, MISCELLANEOUS

Department Office of Fire and Security Services Budget No 3340
Brief Title of PIR  Access Control Systems Upgrade
Estimated Cost $315,000.00 Department Priority HIGH

Brief Summary of Request
Upgrade of all remaining County buildings to a common Access Control Platform, CPAM
while concluding the use of the Velocity system.

Discussion of Need

Currently the County utilizes two separate Access Control Systems to manage and
administrate access control for our properties. The more current system is the Cisco
Physical Access Management system, known as CPAM.

The Frank Crowley Building, among others, is primarily Velocity. This system is antiquated,
and susceptible to database issues that can, and have, caused the server to malfunction or
crash, which interrupts and impacts our operations, potentially significantly.

After a near catastrophic failure of the Frank Crowley Building in 2013, the last available
upgrade to the Velocity system was purchased and installed, with the understanding that it
would stabilize the Velocity system, but would not solve the underlying issues, and the
systems remains fragile. Please see the attached PIR narrative documents.

Staff Review and Comment

Form G FY2016
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PROGRAM IMPROVEMENT REQUEST COST WORK SHEET

Brief Title of PIR Access Control System CPAM Upgrade (see attached PIR narrative)

Staff Cost

Grade

Salary

FICA @ 7.65%

Retirement (@ 11.5%

Insurance @ $8,500 0

Total
0

Related Equipment
Number

Desk

Furniture

Computer

Printer

Network Cabling

Software

Vehicle

Travel

Pager

Cell Phone

Other

Total O

Other Costs (describe)

Special Training

Consultant Fees

Renovation/Space

Total O

Less Additional Revenue Source

Grand Total $315 000

Form E1 FY2016
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cameras. This linkage is highly valuable in coordinating access issues and alarms with camera coverage
and recording, when appropriate.

Due to the wide disparity in the basic systems operations, it will be possible to begin installations of
CPAM readers, while continuing to operate the Velocity system. It is expected that migration of all
remaining buildings onto the CPAM platform can be accomplished in a 12 month period of time, or less.

COSTS

The anticipated cost to move all remaining primary buildings as listed previously onto the CPAM system
is $249,704.16. Additionally, to facilitate this upgrade it will be necessary to include increased IT
infrastructure, to include an increased number of switches, power supplies, uplink modules, cabling and
related items costing approximately $65,000. Total for this project is anticipated to be approximately
$315,000.00 See attached breakdown sheet on the specific buildings and costs.

BENEFITS
The movement of all County Access and Identity controls onto one common platform assures for an
efficient system that is current, up to date and well supported.

By transitioning to the CPAM system, we also get the added benefit of being able to significantly clean
up the database servers that maintain our Access and Identity information. This basic maintenance of
the Velocity system was neglected for many years, and has resulted in the situation we find ourselves in
currently.

Additionally, as it will be necessary to review and reissue many of the Access Control Cards as buildings
come online with CPAM, it provides the additional benefit of allow us to review has access to controlled
areas such as Judges Parking, Judges Elevators, and other sensitive areas that have been allowed to
expand unnecessarily over the past several years.

RISKS

The most significant risk at this time is the possibility of the Velocity system suffering a catastrophic
failure, and being unable to be recovered. It is highly unlikely that the current CPAM system will become
antiquated or unserviceable, as it remains a commaonly used Access and Identity control system.

OPTIONS

We could continue to operate as we now exist, and hope that the Velocity system remains operational.
However, all indications are that the system will, if not replaced, suffer a major, even catastrophic
failure that will result in all Velocity readers being unable to provide access.

It would be possible to break out specific buildings for different Fiscal Year efforts. Again, the risk is
present that the Velocity system will not remain viable or serviceable through 2016.

CONCLUSION
We are confident that the migration of all County Access and Identity Control Systems to the CPAM
platform is a prudent and appropriate expense and effort.

600 Commerce Street, Suite 750 Dallas, Texas 75202
214-653-7720 — Fax 214-653-7988



Jeffrey McNair

From: Victor Newsom

Sent: Wednesday, March 04, 2015 1:45 PM
To: Jeffrey McNair

Cc: Network Team

Subject: RE: Conversion quote

Jeff,

To support this project you would need the following items and the approximate cost should range from $55-65,000 for
everything.

(6) Network Switches with dual power supplies
(6) Fiber Uplink Modules
(6) SFP’s

(6) 6ft Fiber Jumper Cables with LC to LC Connectors
(87) 3ft CAT5e cables

Victor Newsom | Network Engineer
Dallas County | Information Technology
509 Main St. Dallas, TX 75202

0: 214.413.4205

E: victor.newsom@dallascounty.org

From: Jeffrey McNair

Sent: Tuesday, March 03, 2015 6:49 PM

To: Victor Newsom

Cc: Mark Damron (mdamron@sologysolutions.com); Network Team
Subject: Re: Conversion quote

Look | need a best guess answer as to how many switches we need and | do not have anything to do with the sheriffs
department or the Polk street facility. | need to have a best estimate to my chief tomorrow to go into the budget for
next year ASAP. Vic, it does not have to be perfect but adequate to rough out a plan to accomplish next year at
best. Thanks.

Jeff

Sent from my iPad

On Mar 3, 2015, at 4:23 PM, Victor Newsom <Victor.Newsom @dallascounty.org> wrote:

Jeff/Mark,
1. Will there be any drops needed for the basement level of FCCB?

2. Do you have floar plans or further details on the gateway locations for Henry Wade, Records Bldg,
South Polk, and Sheriff Parking Lot?
























PROGRAM IMPROVEMENT REQUEST
CAPITAL, EQUIPMENT, RENOVATION, MISCELLANEOUS

Budget No 3340

Department Fire and Security Services
Brief Title of PIR  Replacement X-ray Device
Estimated Cost $32,500 Department Priority

Brief Summary of Request
One L3 PX6.4 X-ray screening device and the attached roller table.

Discussion of Need

Currently the County operates 11 X-ray screening devices at the ingress screening points.

Four of the current machines are 15 years old, or older. The expected life span of the X-ray

devices is 9 years, per the manufacturer. These older machines are no longer capable of

‘| being serviced or repaired on a service contract, due to their age. Previously there had not
been a replacement plan or schedule made to address these aging machines. Replacement

of the oldest current machine in-service with a new device keeps us on schedule to replace

the oldest and most unreliable machines on a consistent basis.

Staff Review and Comment
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REPLACEMENT EQUIPMENT REQUEST

Department

Fire & Security Services

Budget No.

3340

Priority

Item to be
Replaced

Age
(years)

Property
Number

Estimated Cost
of Replacement

Comments/Justification

1

X-ray device

15+

Serial #
58504

$32,500

Device no longer will be repaired
under service contract due to age and
condition, is well past life span.

10
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PROGRAM IMPROVEMENT REQUEST
CAPITAL, EQUIPMENT, RENOVATION, MISCELLANEOUS

Department Fire and Security Services Budget No 3340
Brief Title of PIR  Soft Body armor and carriers
Estimated Cost $7,380.00 Department Priority HIGH

Brief Summary of Request
Funding requested for Level |l soft body armor and a carrier for both panels. One set for
each Peace Officer on the department.

Discussion of Need

The 'best practice' in law enforcement is to issue soft body armor panels and carriers to all
sworn, law enforcement responders. Our personnel are first responders to a variety of
alarms, to include intrusion, burglary and panic alarms. With the inclusion of peace officers
within the department, it is appropriate to outfit them with soft body armor.

Given the nature of the construction of soft body armor panels, the armor is not conducive to
being shared, rather it is appropriate to issue one set with a carrier to an individual officer.

Staff Review and Comment

Form G FY2016
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PROGRAM IMPROVEMENT REQUEST
CAPITAL, EQUIPMENT, RENOVATION, MISCELLANEOUS

Department

Fire and Security Services Budget No 3340
Brief Title of PIR  Additional Portable Radios

Estimated Cost $6,500 total

Department Priority

Brief Summary of Request

Five additional portable radios with battery, belt carrier and charger. $1,300 per radio.

Discussion of Need

With the increase in staffing since 2013/14, and the adoption of 10 hour shifts that increase
shift overlap, it is necessary to increase the total number of available portable radios to
insure that there are an adequate number of radios for all working personnel.

Staff Review and Comment

Form G
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PROGRAM IMPROVEMENT REQUEST
CAPITAL, EQUIPMENT, RENOVATION, MISCELLANEOUS

Department Office of Fire and Security Services Budget No 3340
Brief Title of PIR ~ Smart Phone cell phones for supervisors

Estimated Cost $5,040 for six 'smart' cell phones Department Priority

Brief Summary of Request
3 I-phone 'smart phones' for the Sergeants

3 I-phone 'smart phones' for the Corporals

Discussion of Need

First level supervision is a vital component to the overall successful operation of the
department. Communication is critical to that end, and the current supervisors do not have
the ability to check, read or respond to email immediately when not at their desks.

As the department transitions to a four 10 hour day work week, it is nearly as important that
the Corporals have the smart cellular phones, as it is the for the Sergeants.

Staff Review and Comment

Form G 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

~ Smart cellular phones for Department Supervisors

Total

Plan @ $840 per phone

6 (six) phones

Total $5,040

Total 0

Grand 1otal $ 5 , 040

Form E1

FY2016

FY2016 Operating Budget / Capital Improvement Plan Preparation Manual

= 5=




PROGRAM IMPROVEMENT REQUEST
CAPITAL, EQUIPMENT, RENOVATION, MISCELLANEOUS

Department Office of Fire and Security Services Budget No 3340
Brief Title of PIR ~ Body camera video system
Estimated Cost $3,500 Department Priority

Brief Summary of Request

25 (twenty-five) body worn video / audio camera devices. These would be worn by the
Departments Peace Officers, as well as selected Security Officers at our busiest posts who
have a high level of citizen contacts during a given shift.

Discussion of Need

The use of body cameras is already considered a 'Best Practice' for law enforcement and
security entities that have regular contact with the public. Soon it may become an 'Industry
Standard' for all uniformed, armed personnel to wear a body camera. The benefits of the
Body Camera are immediately evident, particularly when considering complaints against
personnel for disrespect, language, use of force, or other instances in which the presence of
the camera is beneficial in seeking to find evidence in a given situation.

Staff Review and Comment

Form G FY2016
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PROGRAM IMPROVEMENT REQUEST

RECLASSIFICATION
Department Fire and Security Services Budget No. 3340
Position Title Sergeant - Shift Supervisor Position No. 4982, 0948, 0945
Current Grade Job Code Department
08 9013100  Priority

Description of Changes in Work Being Performed

Currently one Sergeant, T. Soward, is attending the Basic Peace Officer Certification Course,
and has an anticipated graduation in mid October. Two other peace officers have been hired
to fill the remaining two Shift Supervisor positions, and both will have completed their
probationary period (six months) in August. All three will move to the LE salary schedule
when they have either completed the Academy, or completed their probationary period.

Reason/Authority for Change (see Budget Manual)

This matter was previously briefed to the Commissioners Court in an Executive Session in mid
2014. At that time the 'top down' move to include peace officer positions within the Department
was approved. On February 17th, 2015 the second shift of personnel from the Security salary
schedule to the LE schedule occurred (the first was moving the Chief and Asst. Chief positions
to the LE schedule in 2014). At that time it was noted that the remaining supervisory positions

would move to LE schedule 'at a later date’.

Departmental Cost Worksheet

Current Grade 08 Proposed Grade 56

Salary 35214 Salary 51526
FICA (7.65%) 2693.87 FICA (7.65%) 3941.74
Retirement (11.5%)  4049.60 Retirement (11.5%) 5925.49
Total 41957.47 Total 61393.23

Total Annual Impact $ 19,435.76

Staff Review and Comment
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PROGRAM IMPROVEMENT REQUEST COST WORK SHEET

Brief Title of PIR Shift Supv. / Sergeant Reclassification - 3 positions
Staff Cost

Grade 56

Salary 51526

Retirement @ 11.5% 5925.49

Insurance (@ $8,500 8500.00

Total 19,435.76 per position

Related Equipment
Number

Desk

Furniture

Computer

Printer

Network Cabling

Software

Vehicle

Travel

Pager

Cell Phone
Other

Total O

Other Costs (describe)

Special Training

Consultant Fees

Renovation/Space

Total 0

Less Additional Revenue Source

Grand Total $§58 307.28

Form E1 FY2016
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Security Sergeant —Shift Supervisor — 3 pos. (with the deletion of pos. 4982, 09435, 0948; gr. 08,
upon incumbents obtaining a TCOLE livense as a Certified Peace Officer)

This position reports to the Security Lieutenant and supervises certified law enforcement officers,
security guards and/or civilians in the performance of protective and regulatory duties related to the
safeguarding of Dallas County Property. Ovérsees the performance of security duties in and around
County property, assists in controlling disturbances on County Property, takes necessary action to
prevent injury and loss of property, and reports all circumstances to proper authorities. Supervises
and trains shift staff to respond to fire alarms, bomb threats, medical emergencies, burglar alarms
and other calls for service. This position is required to be a TCOLE Certified Peace Officer. This
position is recommended at job grade 66.

Security Peace Officer (Corporal) — 3 positions (with the deletion of pos. 0355, (0949, 0356: gr.
06 upon incumbent obtaining a TCQLE license as a Certified Peace Office)

Reporting to the Shift Supervisor, this position performs licensed peace officer tasks in accordance
with State and local laws and the policies and procedures of the Security Department in order to
provide security for Dallas County employees, property and the general public. May provide
leadership to security guards and/or security screening personnel. Assists in controlling
disturbances on County property, takes necessary action to prevent injury to persons and/or
property damage. Reports all circumstances to supervisor. Logs all events and informs next shift.
This position is required to be a TCOLE Certified Peace Officer. This position is recommended at
job grade 65.

Job Description Modifications - Changes to Employee Classification:

In order to maintain consistency with other Law Enforcement positions to which these positions
relate (primarily Deputy Constable), the Human Resources/Civil Service Department recommends
the positions in the Security Department requiring license as a certified peace office be classified as
Category “A” as defined in the Dallas County Code, 86-1. Definitions; with no written or physical
agility testing required due to the lower grade level for like position (Lieutenant, Sergeant,
Corporal, etc.) on the law enforcement scale.

Creation of Job Grade 65, on Law Enforcement Salary Schedule:
The HR Department further recommends the creation of a job grade 65 salary range on the Law

Enforcement Schedule for the classification of the Security Peace Officer (Corporal) position.
Personnel actions related to promotions/demotions will be consistent with the job grade 66 to 67
and 67 to 68 in accordance with the Law Enforcement Step plan of 5% per grade and closest
highest/lowest step respectively.

Administration of Personnel Actions:

The HR Department finally recommends that all Personnel Actions related to the plan (initial
placement, new hire, promotion, demotion, transfers, steps, etc.) for Security TCOLE Certified
Peace Officer in accordance with current established Law Enforcement Pay Plan guidelines, and
the incumbents’ TCOLE peace officer certification and experience.

508 Main Street Dalias, Texas
Records Building Equal Opportunity Employer 214.653.7638

KACIVIL SERVICE BY YEAR\2015 Civil Service Memos\Ready for Civil Service February 2015\8) Security Department - Security
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CIVIL SERVICE MEETING

February 16, 2015
9:15 AM il "-.i';.‘u'.' Nt
s BESC
Salary:  $40,582 s+ 816271 (Benefits)y § 56, 853 =~ SPFROVED,

Cost: § 9,442 ‘5 .1 5 r’{”’é

Proposed Job Title: Security Sergeant Shift Supervisor Pos #: TBD Gd: 66 56 3 positions
Salary: $135,906 + $51,526 {Benefits} S 187,432
Pos #: 4982;
=0 Si i d : fti
Deleted Job Title: Guard Supervisor 0945; 0948 Gd: 08 3 positions
Salary: 5105,642 + $45,730 (Benefits) S 151,372

Cost: § 36,060

Proposed Joh Title: Security Peace Officer - Corporal Pos #: TBD Gd: 65 55 3 positions
Salary: $126,393 + 548,704 (Benefits) $ 176,097
Pos #: 0355; s
itle: i d Gd:
Deleted Job Title: Security Guar 0949; 0356 d: 06 3 positions
Salary: $92,412 + $43,197 (Benefits) § 135,609

Cost: § 40,488

TOTAL Annualized Cost of Current Conversions: $ 85,990
FY2015 - Cost for 6 months: § 42,995

The Human Resource/Civil Service Department further recommends the Civil Service Commission approve:

* Creation of job grades 65 55, 56,57, 58, 59 on athe "Security” Law ' "l i o
Enforcement Salary-Schedule; F " B 1 g
OATE %““;“".s:r.\ " £ 075
* All Personnel actions related to the Law Enforcement Pay Plan (initial VIR
placement, new hire, promotion, demation, transfers, steps, etc.) of Security

TCOLE peace officers he in accordance with current established Law fervis 9E Bty
Enforcement Pay Plan guidelines and the incumbents TCOLE peace Officer R
certification and experience. i %w_ APP Em Wi q-....-. ? 6 2{115

s "One grade 56 position will be graded at '66' to accommodate the transfer of one (1) current gr. 66 emplc ¢

‘e

Grade 55 positions will not be required to take the Physical agility Test, written law enforcement exann g . t B ﬁ
. WA E Fan f..-‘” "n?, 4- ?

Grade 55 positions will be required to take the Law Enforcement Physical Exam (L-3), polygraph, and . 7 ¢ SR
psychiatric exam.

Funding Source: General Fund

Vi. The Human Resources/Civil Service Department recommends the Civil Service Commission approve 1} Pages1-5
the proposal presented by the HAY Group to conduct a comprehensive review of the County's i 11T
Compensation System in compliance with the work items selected by the Commission and 2) to enter TR RNV
into contract. CATE sco
L :?“’g-':»‘é 'f.-!"‘

KACIVIL SERVICE BY YEARi2015 Chei Seivice Memos\Ready for Civil Service February 2015\ AGENDA - CIViL SERVICE 2-18-2015 page 3 ¢f 3 pages






PROGRAM IMPROVEMENT REQUEST

ADDITIONAL STAFF
Department Fire and Security Services Budget No 3340
Brief Title of PIR Monitoring and Dispatch Staff
Approx. Net Cost
$170,012.12 Department Priority

Brief Summary of Request
In 2014 the Commissioners Court approved the hiring of two dispatchers for FY2015, and four
additional dispatchers in FY2016, to support the monitoring and dispatch center.

Discussion of Need
The Monitoring and Dispatch center must be staffed on a 24-7-365 basis. To accomplish this
utilizing our own staff requires 4 additional dispatchers, to be added to the 2 dispatchers that we

currently have on staff.

Discussion of Related Performance Measure

Staff Review and Comment

Form E FY2016

FY2016 Operating Budget / Capital Improvement Plan Preparation Manual
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PROGRAM IMPROVEMENT REQUEST
CAPITAL, EQUIPMENT, RENOVATION, MISCELLANEQOUS

Department

Fire and Security Services Budget No 3340
Brief Title of PIR  Dispatcher positions - Four Dispatchers

Estimated Cost $1,400 - Uniforms for 4 Dispatchers

Department Priority

Brief Summary of Request

Four additional dispatcher positions previously authorized in 2014 for the FY2016 budget.

Discussion of Need

Basic uniform items to outfit 4 additional dispatcher personnel.

Staff Review and Comment

Form G

FY2016

-19 -
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PROGRAM IMPROVEMENT REQUEST COST WORK SHEET

Brief Title of PIR Monitoring and Dispatch Staff - Uniforms, cost per dispatcher (4)

Staff Cost

Grade

Salary

FICA @ 7.65%

Retirement @ 11.5%

Insurance @ $8,500

Total $ 0.00

Related Equipment
Number

Desk

Furniture

Computer

Printer

Network Cabling

Software

Vehicle

Travel

Pager

Cell Phone
Other $ 350.00

Total $ 350.00

Other Costs (describe)

Special Training

Consultant Fees

Renovation/Space

Total $ 0.00

Less Additional Revenue Source
Grand Total 35()

Form El FY2016

FY2016 Operating Budget / Capital Improvement Plan Preparation Manual o
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Rab DeGroot. Chief of Security



PROGRAM IMPROVEMENT REQUEST

Department Office of Fire and Security Services Budget No 3340
Brief Title of PIR Training and Professional Standards Lieutenant
Approx. Net Cost

$69,134.85 Department Priority

Brief Summary of Request
One additional Peace Officer / Lieutenant position to fill the role of Professional Standards and
Training.

Discussion of Need

The Department will have 46 FTE's (not including this position) which includes Peace Officers,
Licensed and armed Security Guards and Dispatchers on the Operations side. Additional to this
are the Fire Marshal and Deputy Fire Marshals as well. Each group has unique licensing
issues, and each is required to complete some number of Continuing Education hours on a
yearly basis in order to maintain that license, then submit for that renewal. This position would
insure that training hours are met and renewals sent, through the coordination and provision of
both in-house and outside training resources. It would be a requirement that this position would
be a Peace Officer, so as to be a licensed and certified as an instructor for both TCOLE and
DPS PSB related courses.

Additionally, this position would be directly involved in assisting with the recruitment and hiring
process, and would be the point of contact between the Department and HR. Finally, this
position would be the initial investigator for policy violations and internal investigations.

Discussion of Related Performance Measure

Staff Review and Comment

Form E FY2016

FY2016 Operating Budget / Capital Improvement Plan Preparation Manual
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PROGRAM IMPROVEMENT REQUEST COST WORK SHEET

Brief Title of PIR Professional Standards and Training Lieutenant
Staff Cost

Grade 67

Salary $ 48,506.00

FICA @ 7.65% $ 3,710.70

Retirement @ 11.5% $5,578.15

Insurance @ $8,500 $ 8,500.00

Total & 656,994 85

Related Equipment
Number
Desk

Furniture

Computer $ 2,000.00

Printer

Network Cabling

Software

Vehicle

Travel

Pager
Cell Phone $ 840.00
Other

Total $ 2,840.00

Other Costs (describe)

Special Training

Consultant Fees

Renovation/Space

Total $ 0.00

Less Additional Revenue Source

Grand Total §9134.85

Form E1 FY2016

Y2016 Operating Budget / Capital Improvement Plan FPreparation Manual
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PROGRAM IMPROVEMENT REQUEST
CAPITAL, EQUIPMENT, RENOVATION, MISCELLANEOUS

Department Office of Fire and Security Services Budget No 3340
Brief Title of PIR  Sology service and repair contract
Estimated Cost $47,525

Department Priority

Brief Summary of Request

Service, maintenance and repair of all CPAM based access control and camera platforms.

Discussion of Need

All Dallas County digital cameras and the majority of the Access Control Systems are
operated on the Cisco Physical Access Management (CPAM) platform. The County has

had an ongoing yearly service, maintenance and repair agreement with Sology to insure that
these critical systems remain operational.

Staff Review and Comment

Form G

FY2016

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

Budget No 3340

Department Office of Fire and Security Services
Brief Title of PIR  Service Contract for X-ray devices
Estimated Cost $30,600 Department Priority

Brief Summary of Request
Continuation of prior service contract with L-3 for service, maintenance and repair of the

County owned X-ray screening machines.

Discussion of Need

The County operates 11 X-ray screening devices at various posts, and has each year had a
service agreement with L-3 for that express purpose. These machines are an integral part of
the screening effort, and are sensitive devices.

Staff Review and Comment

Form G FY2016

FY2016 Operating Budget / Capital Improvement Plan Preparation Manual ‘T%: 5@2}, — ,4/
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REPLACEMENT EQUIPMENT REQUEST

Department ~ Records Management BudgetNo. 1024
Item to be Age Property Estimated Cost
Priority Replaced (years) Number of Replacement Comments/Justification
1 8 Chairs 10-18 | n/a 3 - arms are broke
$440x 8 = 3 - worn down seat pad
$3520.00 2 bad back springs
2 3 Chairs 10-12 n/a $550x3= The three chairs are not suitable for new
$1 650.00 employees that are plus size. Requesting chairs
: suitable for heavier weight and wider width.
3 8 Chair Mats |10 n/a Chair Mats are all cracking into
$50.00x 8 = pieces.
$400.00
g 2 Flatbed 15 n/a 5560 x 2 = Handle/arms have came
hand trucks $1138.00 loose and cannot be fixed.
5 1 Refrigerator 15 n/a Records Center received fridge used in
$700 00 2001. The unit is not cooling properly. Dept.
' needs fridge due to no lunch locations close.
6
7
8
9
10
Form D
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Dallas County
Office of Budget and Evaluation

June 8th, 2014
To: Commissioners Court

Through: Ryan Brown, Budget Officer

From: Shahrzad Rizvi, Budget and Policy Analyst
Subject: Communications 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
Communications has submitted the following requests:

1. staff training;

2. telephones for county-wide conference rooms;

The department requests to convert the remaining analog telephones within County-wide
conference rooms to digital Cisco conference phones.

The department also requests staff training for professional and career development.
FINANCIAL IMPACT

The estimated one-time cost of the staff training is $6,000. The estimated one-time cost
for conference room phones is $60,000.

RECOMMENDATION

The Office of Budget and Evaluation recommends:
1. not authorizing staff training as last year staff was trained on Cisco systems;
2. authorizing conference room telephones

These recommendations have an estimated one-time cost of $60,000 for a total cost of
$60,000.

411 Elm Street - 3rd Floor, Dallas Texas 75202-3340
(214) 653 - 1167 e Fax (214) 653 - 6517 e shahrzad.rizvi@dallascounty.org
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PROGRAM IMPROVEMENT REQUEST
CAPITAL, EQUIPMENT, RENOVATION, MISCELLANEOUS

Department Operations/Telecommunications Budget No 1023
Brief Title of PIR  Conference Call Phones - VoIP

Estimated Cost $60,000 Department Priority

Brief Summary of Request

Replace the analog Conference Phones with Voice over Internet Protocol (VolP)
Conference Call Phones.

Discussion of Need

Dallas County phone system is now a digital/VolP Network. The next step is to address the
remaining analog devices that are being used such as the conference call phones being
used throughout the County. Requesting to replace the analog conference call phones with
a VoIP device. The pricing for VolP conference phones have dropped to be comparable to
the analog devices. The ideal network is to have all of Dallas County's voice and data traffic
integrated into one physical network that is VolP. The VolP conference call phones are
business-grade telephones that will interoperate with the County's premises-based unified
communication solutions.

Staff Review and Comment

Form G FY2016

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

Department

Operations/Telecommunications Budget No 1023
Brief Title of PIR  Telecommunications Staff Training
Estimated Cost $6000

Department Priority

Brief Summary of Request
To have funds available for Telecommunications Staff training

Discussion of Need

Provide staff with professional and career development by providing opportunities to develop

their knowledge, skills, abilities, tools, resources, and opportunities to be successful in their
job and career.

Staff Review and Comment

Form G FY2016

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



PROGRAM IMPROVEMENT REQUEST COST WORK SHEET

Brief Title of PIR Technology Training

Staff Cost

Grade

Salary

FICA @ 7.65%

Retirement @ 11.5%

Insurance @ $8,500 0

Total 0

Related Equipment
Number

Desk

Furniture

Computer

Printer

Network Cabling

Software

Vehicle

Travel

Pager

Cell Phone

Other

Total O

Other Costs (describe)
Special Training $3000

Consultant Fees

Renovation/Space

Total $3000

Less Additional Revenue Source
Grand Total ()

Form E1 FY2016

Y2016 Operaning buaget/ Capital Improvement Plan Freparation Manual
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DALLAS COUNTY

COMMUNICATIONS AND CENTRAL SERVICES

February 17,2015

TO:

FROM:

SUBJECT:

Chris Thompson, Director
Operations

Mark Weathersby, Radio Communications Manager
Communications and Central Services

FY016 Budget for Countywide Radio Communications

The following outlines my line item budget needs for FY016.

Line item
2150
2170
2630
2640
2690
5590
6522
7010
7030

Description
License and Permit Fees

Postage

Installation and Removals/Parts and Supplies
Non-contract maintenance

Hardware and Electrical

Professional Services

Radio Maintenance

Building Rental (antenna leases x 2)

City of Dallas Infrastructure Lease

FY014 Amount

$ 0
400
125,000
30,000
20,000
8,000
96,000
15,000
103,000

Equipment and labor for FY16 vehicles will be handled under separate cover with OBE.







































Dallas County
Office of Budget and Evaluation

June 17, 2015
To: Commissioners Court

Through: Ryan Brown, Budget Officer

From: Alejandro Moreno, Budget and Policy Analyst
Subject: Probate 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
Probate Courts submitted the following requests:

1. Scanner
a. Probate Court 1 is requesting 4 Desktop Scanners in order to send copies
of approved orders to attorneys which are currently being done by fax.
2. New Position
a. The 3 Probate Courts are requesting 1 Probate Associate Judge at a Grade
(OF) in order to be better prepared to handle the complex litigation arising
before them due to accurate legal briefings.
3. New Position
a. The 3 Probate Courts are requesting 2 Probate Auditor Assistants at a
Grade 9.
4. New Position
a. The 3 Probate Courts are requesting one Docket Coordinator at a Grade 8.
5. New Position
a. The 3 Probate Courts are requesting one Probate Tech Specialist at a
Grade C.

FINANCIAL IMPACT

1. The estimated one time cost of 4 Desktop Scanners at $550 each is $2,200.

2. The estimated annual recurring cost of 1 Probate Associate Judge is $149,397 and
a one-time cost of $5,281.

3. The estimated annual recurring cost of 2 Probate Auditor Assistants is $99,259
and a one-time cost of $5,281.

4. The estimated annual recurring cost of 1 Docket Coordinator is $50,759 and a
one-time cost of $5,281.

5. The estimated annual recurring cost of 1 Probate Tech Specialist is $62,510 and a
one-time cost of $5,281.

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



RECOMMENDATION
The Office of Budget and Evaluation recommends:

1. Purchasing 4 Desktop Scanners.

2. The OBE recommends the addition of 1Probate Associate Judge and recommends
the Human Resources/Civil Service Department review the position for proper
classification.

3. Not adding 2 Probate Auditor Assistants. The three Probate Auditor positions
have a large workload. However, at this time, the Office of Budget and Evaluation
does not recommend adding two Probate Auditor Assistants with the workload.

4. Not adding 1 Docket Coordinator. As part of the FY2016 Budget it is
recommended that a second Probate Associate Judge be created. Since the two
Probate Associate Judges will receive their case assignments from the three
Statutory Probate Courts, their docket management should be handled by the staff
of the three Statutory Probate Courts staff.

5. Not adding 1 Probate Tech Specialist. As part of the FY2015 Budget
Commissioners Court added a Facilities Department AV specialist that will
provide support of the AV equipment in the Courts. Once AV equipment is
provided to the Probate Courts the Facilities AV specialist will provide support.
All computer support is provided by the IT Department including Desk Top
Support.

These recommendations from the Budget Office (does not include anything that was sent
to another department for review) come with a one-time cost $7,481 and an annual
recurring cost of $149,397.



COMMISSIONERS COURT BRIEFING

DATE: 3/7/2015

SUBMITTING DEPARTMENT: Probate Courts

THROUGH: Budget Office

SUBJECT: Resource Request for the Probate Courts
BACKGROUND:

Judge Brenda Hull Thompson (The Probate Court) began her second term on January 1, 2015.
Judges Ingrid Warren (Probate Court 2) and Margaret Jones-Johnson (Probate Court 3) began
their first terms on January 1, 2015. The first term judges with concurrence and assistance of the
incumbent Judge of The Probate Court have evaluated current resource allocations. Additionally
a review has been undertaken of the Eighteen (18 )Statutory Probate Courts throughout the state.

The Dallas County Probate courts are severely understaffed and there is an immediate and dire
need of five (5) positions. The five positions requested are one (1) Associate Judge, two (2)
Probate Auditor Assistants (level 9) one Docket Coordinator (level 8) and one (1) Probate Tech
Specialist (level C). The proposed job descriptions for the Probate Auditor Assistants, Docket
Coordinator and Probate Tech Specialist positions are attached to this briefing. The dire need for
these five positions is because of the following.

Increased and aging population: The third and last Dallas County Statutory Probate Court was
added by the State Legislature and opened in 1975. The population of Dallas County has
increased by over a million citizens in the ensuing 40 years. The increase in population has
driven an increase in normal estate probate activity. Additionally, there has been a marked
increase in the need for guardianships.

Increased Guardianships: Guardianships are actions that extend for the life of the ward and
remain open with constant activity for many years. Unlike civil lawsuits, that have a finite end
date and the normal termination of court activity, Guardianships continue and require Court
action and annual Auditor accounting oversight until the death of the ward. In cases of a minor
placed in a guardianship the activity can extend for decades.

Increased Trusts: With the advent of expanding and burdensome federal tax regulations the use
of Revocable and Irrevocable Trusts has dramatically increased over the last thirty years. Like
guardianships these trusts have life spans that extend for decades. Court actions involving trusts
have expanded dramatically.



The above mentioned items have resulted in overburdened courts. The number and scope of the
cases has dramatically increased. Additionally there has been a marked increase in the
complexity and intricacies of the cases coming before the Courts. One of the drivers of the
increasingly complex cases is the number of estates where the value exceeds one million dollars.
Where in the past these cases were fairly rare, today these cases are common. The increase in
values causes increased litigation.

Due to the increase in cases there are extensive wait times for probate actions. Additionally due
to the increased guardianships delays in processing of time driven activities has increased.
Currently the accounting audits are twelve (12) months behind. All of this is evidence of and has
caused an over worked staff.

A study of the 18 Statutory Probate Courts (Dallas County has 3 of the Statutory Probate Courts)
supports the additional staff request. Harris, Travis, Tarrant, El Paso, Bexar and Denton counties
each have an Associate Judge per Statutory Probate Court. Additionally Harris, Travis, Tarrant,
and Denton Counties have 1 or more briefing attorneys. A summary is attached.

OPERATIONAL IMPACT:

The addition of the five staff members will result in increased Probate Court efficiency. First,
with the addition of a second Associate Judge position the three Probate Judges will be better
prepared to handle the complex litigation arising before them due to accurate legal briefings.
Additionally they will have more time to effectively manage their court staff. They will be able
to act on cases timely due to the completion of timely accounting reviews. The tracking of
Guardianships will become more proactive and less reactive.

The Increased Efficiency will allow the public to probate estates in a timely fashion. There will
be shorter waiting times for hearings. Many activities in the Probate Courts are date and time
driven. The additional personnel will assist the Courts in meeting these time deadlines.

FINANCIAL IMPACT:

The 2015 fiscal year has six (6) months remaining. The fiscal impact for the remainder of the
fiscal year is $185,870.77 personnel cost and $28,236.00 in equipment costs for a total of
$214,106.77. Funding is requested from unallocated reserves.

LEGAL IMPACT:
N/A

PROJECT SCHEDULE:
N/A

M/WBE PARTICIPATION:
N/A

STRATEGIC PLAN COMPLIANCE:
N/A



RECOMMENDATION:
The Probate Courts anticipate that the Office of Budget and Evaluation will recommend the
approval of the five positions.



DALLAS COUNTY JOB DESCRIPTION

Job Title: Probate Auditor Assistant Job Code: 7020600 Job Grade: 09
Reports To: Probate Auditor Pos. No: TBD FLSA Code: N
Department:  Probate Court Loc. Code: SIC Code: 9311

WC Code: 8810

Division: CS Code: A EEO Code: EO1

Summary of Functions: Assists the Judge and Probate Auditor with coordinating court supervised
administration of descendents’ estates and guardianships, to include timely communications with interested
parties, examination and analysis of accounts, preparation of reports and other instruments filed in compliance
with the Texas Probate Code.

Management Scope: None.

% of Essential
Duties and Responsibilities: Time Non-essential

1. Assists the Judge with auditing accounts, conducting annual reports and 25 E
inventory, performing appraisements and list of claims in court supervised
administrations and guardianships to ensure compliance with the Texas
Probate Code. Attends court hearings to assist in preparation of ‘show cause’
and other Court Orders for the judge’s signature and dissemination.

2. Reviews applications filed in connection with accounts, personal 20 E
representative bonds and safekeeping agreements to determine appropriate
action.

3. Coordinates and trains staff in audit functions, may assist with docket 15 E

maintenance.
4. Assists the Judge with providing timely notice and other communications, 15 E
coordinates with attorneys and other interested parties in-person, by telephone
and written correspondence regarding audit procedures and problems with
accountings and related matters.

5. Assists the Judge on problems discovered during audits and follows-up with 10 E
appropriate action as directed, including preparing briefs for review by Judge.

6. Monitors the status of cases in the computer system to ensure timely follow-up 05 E
procedures according to law and to court order.

7. Assists the Judge with preparing spreadsheets, forms or correspondence. 05 E

8. Performs other duties as assigned. 05 N

C:\Users\Alejandro.Moreno\AppData\Local\Microsoft\Windows\Temporary Internet Files\Content.Outlook\9WRGHJGT\Job Description Probate Auditor
Assistant 7020600.doc



Minimum Qualifications:

Education, Experience and Training:
Education and experience equivalent to an Associates degree from an accredited college or university in
Accounting, Management, or in a related field of study. One (1) year of work related experience.

Special Requirements/Knowledge, Skills & Abilities:

Skilled in the use of standard software applications. Ability to effectively communicate, both verbally and in
writing, and establish and maintain effective working relationships with employees, departments and the
general public. Knowledge of applicable rules and laws pertaining to assigned section(s). Knowledgeable of
fundamentals of Texas Probate Code.

Physical/Environmental Requirements:
Standard office environment.

Hay Points/Point Factor:
HS12=100, E4=40, VM3C=25, PD1A=05, WH1A=05, WE1C=05, 1C2C=35, DL4=30, PS2=15, RE3A=15,
SF2A=15, TTL=290

Supervisor Signature Date
Reviewed by Human Resources/Civil Service on Date 03/06/2014
Approved by Civil Service Commission on Date 3/17/2014

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. Any percentage of time included on 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
accommodation.

C:\Users\Alejandro.Moreno\AppData\Local\Microsoft\Windows\Temporary Internet Files\Content.Outlook\9WRGHJGT\Job Description Probate Auditor
Assistant 7020600.doc




JOB DESCRIPTION FOR PROBATE TECH SPECIALIST:

A dedicated Probate Tech Specialist will represent and assist over 30 staff members in the three Probate
Courts, the Mental lliness Department and the Probate Investigator Department with all their
technology needs.

The duties will include:
Management of Technology Needs:

Updating the current business processes associated with Supreme Court’s mandated e-filing in
coordination with the Dallas County Clerks Department;

Updating the current business processes associated with the “Paper —On- Demand” in Probate
in coordination with the Dallas County Clerks Department;

Creating and updating over 300 probate forms in Odyssey for the Staff members to use in their
daily work procedures;

Troubleshooting problems concerning Odyssey, E-filing or business processes;

Coordinating the creation of new events in Odyssey with the IT department and the Dallas
County Clerk, or coordinating the deletion of events in Odyssey when no longer needed;

Creating new Time Standards in Odyssey in coordination with the IT department or deleting
Time Standard when no longer necessary;

Working with IT and the Dallas County Clerk to update the Probate area with current and the
most efficient technology, equipment and programs, such as the upcoming Signatures in
Odyssey for Judge;

Coordinating changes, both additions and deletions, to the Dallas County IT Drives associated
with Probate including rights and roles for use in C, J, G and K drives;

Working with IT and the Dallas County Clerk to assist Tyler Technology with upgrades to Public
Access and the future Attorney Portal in Odyssey;

Coordinating Technology needs of new employees including Computer, Windows, Odyssey,
Outlook, Internet, and Kronos log-ins and coordinating setting up their phone log-In and voice
mail.

Working with Dallas County Webmaster for changes to the Dallas County Probate Courts
Website to provide useful, practical and needed information to attorneys, fiduciaries, litigants
and the general public;

Technology Training:

Training probate employees on various Technology Programs including Odyssey, Forms
Creation, Word, and Excel;

Coordinating and/or arranging computer classes for staff with IT, LexisNexis, Outlook, and Cisco;

Communication and Technology Education:



Communicating with employees to discover and access problems with technology equipment
and business processes;

Creating Service Tickets to email to the IT department concerning problems incurred by Judges,
Investigators and Court staff;

Tracking Service Tickets to ensure resolution;
Attend weekly meetings with Odyssey IT Team Captain;

Attend Annual Tyler Technology conferences.



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
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Dallas County
Office of Budget and Evaluation

May 12, 2015
To: Commissioners Court

Through: Ryan Brown, Budget Officer

From: Alejandro Moreno, Budget and Policy Analyst
Subject: Public Defender 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
Public Defender submitted the following requests:

1. Security Renovations
a. The Public Defender’s office submitted a request to install walls and bullet
proof glass, or in the alternative, Plexiglas in the reception area to provide
protection for the receptionist and all other employees.
2. Panic Buttons
a. A request for panic buttons was submitted in order to allow the
receptionist or employees to discreetly request assistance without
escalating a potentially volatile situation.
3. Vehicle
a. A request for 4 vehicles was submitted. The vehicles would be for the
investigative division in order to conduct field work. Investigators are in
the field for about half of every workday. County vehicles would help
with the maintenance and wear and tear of the investigator’s personal
vehicles.
4. iPads
a. Arequest for 80 iPads for attorneys was submitted in order to allow them
to assist in representing indigent clients. According to the Public
Defender’s office, the purchase and utilization of iPads for the attorneys in
the office would increase efficiency and save the county time and money.
5. Camera
a. Arequest for 6 Olympus VR-320 cameras was submitted. The cameras are
needed in order to replace broken cameras.
6. Printer
a. A request for one printer was submitted. Repairing the current printer is
not cost effective.
7. Reclassification

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



8.

a. Arequest for a reclassification for one position was submitted. One
attorney 6 position is being requested be reclassified into an attorney 7
position.

New position

a. A request for 16 new positions was submitted. The positions being
requested are Investigator Il (68) in order to assist in supporting the
attorneys in the Public Defender’s office.

FINANCIAL IMPACT

1.

Noookrwd

The estimated one time cost of one bulletproof glass is $10,000 or $5,000 for the
Plexiglas.

The estimated one time cost of Panic buttons is $400.

The estimated one time cost of 4 vehicles is $83,044.

The estimated one time cost of 80 iPads is $61,600.

The estimated one time cost of 6 cameras is $2,400 at $400 a camera.

The estimated one time cost of one printer is $191.

The estimated annual recurring cost of reclassifying one Att6 position to an Att7
is $20,549.

The estimated annual recurring cost of adding 16 Investigator Il (68) positions is
$1,375,853. The one-time cost is $55,184.

RECOMMENDATION

The Office of Budget and Evaluation recommends:

1.

o o~

Not purchasing bullet proof glass, Plexiglas, or panic buttons. The Department
currently has a door with a card reader installed as a safety measure. Additional
safety measures will be addressed when the Department is moved to the 8™ floor.
Not purchasing 4 vehicles. In addition to the one-time cost of the vehicles, fuel
costs, and auto maintenance costs make it more cost-efficient to pay mileage
reimbursement than to purchase 4 new vehicles. For FY2014 the average
investigator in the department was paid $2,562 in mileage reimbursement.

Not purchasing 80 iPads. Purchasing the iPads would not be cost-beneficial. It is
recommended the iPads not be purchased until an iPad policy is put in place.
Replacing 6 Olympus VR-320 cameras.

Not replacing one desktop printer. There is a network printer in close proximity.
The OBE recommends the reclassification of one Attorney 6 and recommends the
Human Resources/Civil Service Department review the position for
reclassification.

The OBE recommends the addition of 4 Investigators and recommends the
Human Resources/Civil Service Department review the positions for 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 $16,196 and an annual
recurring cost of $350,717.
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Form D - Request for Replacement Equipment

Purpose

To request replacement of current property items for FY2016. This form should not be used for
major upgrade of equipment or for replacement of computer equipment.

Request for replacement should be submitted to the Office of Budget
and Evaluation. The Office of Budget and Evaluation will send the
request to the reviewing department

Recommendation will be provided by the departments shown below:

TYPE REVIEWING DEPARTMENT
File cabinets and other storage devices Central Services - Records Management
Office and FAX machines Central Services - Records Management
Copiers Purchasing
Vehicles Central Services - ASC
Other Office of Budget and Evaluation
Instructions
[ | Priority - list items in general priority order.
[ | Item - brief description.

[ | Age - the age of the item to be replaced.

[ | Property Number - the serial number or County property number.

[ | Estimated Cost of Replacement - the estimated cost of the replacement item. Use the Price List
tables in Appendix A of this manual to determine the cost of replacement items, where
applicable.

[ | Comments/Justification - a justification for replacement, e.g., “item is broken and more costly
to repair”.

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



REPLACEMENT EQUIPMENT REQUEST

Department ~ County Clerk Budget No. 4031
Item to be Age Property Estimated Cost
Priority Replaced (years) Number of Replacement Comments/Justification
1 Medical Various N/A $400 x 6 = The cameras ordered in 2012
Examiner $2,400.00 are no longer focusing properly

Dictation System

and one is not turning on at all.

2
3 X-ray, dental |24
4 Histology 11
Cassette
Labele
5 Autopsy saws |§
2
2
2
6 Cameras, 11
digital .
6
7 Chairs, Admin | Variou
S
8
9
10
Form D

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




Form E - Program Improvement Request - Additional Staff

Purpose
To request new or expanded programs involving additional staffing.

The continued focus of the FY2016 budget process is establishing performance measures to evaluate the
effectiveness of County programs. Requests for new resources will continue to be limited by the traditional
“critical need” test. In addition, new programs will be evaluated on their improvement to County services and
how they will implement the visions listed in the County’s Strategic Plan. All requests for additional staff
resources must include this form, the cost-worksheet Form E1, and must be associated with performance
measures currently reported or added to the quarterly Performance Measure report.

Instructions

. Approximate Net Cost - transfer the Grand Total from the “Cost Worksheet” (Form E1).

. Department Priority - prioritize this request in relation to all other program improvement requests
for additional staff. Computer requests should be prioritized separately for Governance Committee
review.

. Brief Summary of Request - short description of resources being requested (e.g. “2 Registered

Nurses for Tuberculosis Clinic plus associated desks and computers™).

. Discussion of Need - the detailed justification of the expenditure requested. This narrative should
include a description of current operations and how the requested resources would improve these
operations. The narrative should also address how this request meets the visions in the County’s
Strategic Plan.

. Discussion of Related Performance Measures - provide a description of one or more existing or
new performance measures which relate to this request. Describe how the performance measure
can be expected to change with and without the new resources.

. Staff Review and Comment - analysis and recommendation by the Office of Budget and
Evaluation or other reviewing department. This process will be completed before this request is
presented to Commissioners Court and prior to budget hearings.

. Complete the Position Description Questionnaire found in Appendix C page 49.

. Attach an organizational chart outlining the reporting relationship of the position(s) up to the
director/elected official level (see example on Appendix C page 59).

. Contact the Human Resources/Civil Service Department (ext. 6067) for, assistance, if needed on
the above.

All requests for additional staff must have a “Cost Worksheet” (Form E1) attached. The “Cost
Worksheet” will not be presented during budget hearings, but will be utilized in the evaluation process.

FY2016 Operating Budget / Capital Improvement Plan Preparation Manual
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PROGRAM IMPROVEMENT REQUEST
ADDITIONAL STAFF

Department County Clerk Budget No 4031

Brief Title of PIR INVESTIGATOR POSITIONS REQUEST
Approx. Net Cost

85,99076 X 16 = 1,375,85216 Department Priority VERY HIGH

Brief Summary of Request

Our office is requesting sixteen Investigator Il, Grade 68, positions to assist in supporting the
attorneys in the Public Defender's Office.

Discussion of Need

It has long been established that the failure to investigate violates the 6th Amendment's guarantee of the right to the assistance of
counsel in criminal cases. The difficulty created by the lack of adequate investigative assistance subjects public defenders and
Dallas County to legitimate claims of ineffective assistance of counsel. All major national defense standards mandates that there
should be parity of resources between public defense and prosecution. The U.S. Department of Justice endorses the concept of
parity. For example, in Argersinger v. Hamlin, U.S. Supreme Court Chief Justice Berger wrote in his concurring opinion that
"society's goal should be that the system for providing the counsel and facilities for the defense should be as good as the system
which society provides for the prosecution." (ABA Standards relating to providing defense services). For these reasons, additional
investigators are needed to support the attorneys in our office. When the office was created, there were 2 investigators assigned to 8
attorneys, a 4 to 1 ratio. Our office currently employs seven investigators to support 90 attorneys — a ratio of 15to 1. The D.A.'s
office has 76 investigators and 265 attorneys, a ratio of 3 to 1. Even court appointed attorneys in Dallas County have the right to
request, at the expense of the County, an investigator to work with them on an individual case, a ratio of 1 to 1. As a result of the
increase of attorneys in the Public Defender's Office, the assistance the investigators could give individual cases decreased. The
investigative unit is responsible for, but not limited to, assisting the attorneys in representing the clients by gathering evidence,
reviewing videos and documents, locating and interviewing witnesses, serving subpoenas and providing support in plea
negotiations, jury selections and trial phases. Current staffing levels are insufficient to properly provide adequate investigative
support to the attorneys. Lack of appropriate investigative support prevents attorneys from having the ability to meet their
constitutional and statutory obligation to investigate and prepare for trial. Additionally, the Chief Investigator is on the assignment
rotation due to the abundance of investigative requests which has resulted in a backlog of her administrative duties.

Discussion of Related Performance Measure
There is a progressive increase in the amount of investigative requests received each year. In FY2013, a total of 1,049 investigative

requests were received; and, in FY2014, a total of 1,170 investigative requests were received. These numbers do not include
emergency, last minute or unscheduled requests. Recently a questionnaire was distributed to the attorneys in the office, the results of
which showed that attorneys need more investigators and acknowledged that there are a number of times that requests don't get done in
a timely fashion because of the large number of cases the investigators are handling. With additional investigators, the County would see
a significant increase in the number of cases resolved in a shorter period of time, which means lower costs to the County. This will also
result in a significant reduction in the number of days many defendants are spending in jail, more dismissals, and fewer trials.

Staff Review and Comment

Form E FY2016

FY2016 Operating Budget / Capital Improvement Plan Preparation Manual
-13-




Form E1 - Program Improvement Request - Cost Worksheet

Purpose

To estimate staff, equipment, and supply costs associated with “Additional Staff” form.

|Note: All “Additional Staff”” requests must be accompanied by this form. |

Instructions

| Staff Cost - list the requested grade, salary and benefit information. To estimate the total personnel
cost, use the salaries shown in Appendix A-1 and the fringe benefits as follows:

(1) Group Health Insurance $8,500 per position per year
(2) FICA Expense 7.65% of salary expense
(3) Retirement Contribution 11.5% of salary expense

| Related Equipment - the purpose of this section is to estimate the cost of equipment required for the
new program, including desks, chairs, computers, vehicles, etc. Appendix A-3 on page 34 details the
Standard Furniture Guidelines for positions.

| Other Costs - include any training, consultant fees, or renovation/space needs in this section.

| Additional Revenue Source (if any) - if the additional staff request is being submitted as a “self-
liquidating” PIR, a description of the new revenue should be included here.

FY2016 Operating Budget/ Capital Improvement Plan Preparation Manual
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PROGRAM IMPROVEMENT REQUEST COST WORK SHEET

Brief Title of PIR INVESTIGATOR POSITIONS REQUEST
Staff Cost

Grade 68

Salary 62.141.64

FICA @ 7.65% 4,753.84

Retirement @ 11.5% 7,146.29

Insurance @ $8,500 8,500.00

otal
82,541.76

Related Equipment

Number
Desk 663.00
Furniture 1,061.00
Computer 1,025.00
Printer

Network Cabling
Software 200.00
Vehicle

Travel

Pager

Cell Phone
Other 500.00

Total 3,449.00

Other Costs (describe)

Special Training

Consultant Fees

Renovation/Space

Total

Less Additional Revenue Source

Grand Total 85 990.76

Form E1 FY2016

FY2016 Operating Budget / Capital Improvement Plan Preparation Manual
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Position Description Questionnaire
Dallas County

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

A. ldentification / General Information

Current Position Title: None

Recommended Position Title: Investigator 1l

Current Position Grade: None

Department Name: PUBLIC DEFENDER
Position Number: New Request

Supervisor Name: Lemesa Logan

Supervisor Phone: 214-712-5005

Supervisor Email: LRLogan@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:
Assist the attorneys in gathering pertinent data, identifying significant factors and recognizing solutions for
moderate to complex or specialized cases.

C. 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.

EXAMPLE W
Function: Maintains exterior of facilities Time E or NE
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: Assist Public Defender Time E or NE

J:\Budget\FY2016\Questionnaire Investigator Il Request.doc
Page 1



Position Description Questionnaire

Dallas County

Tasks performed to accomplish this function:

Assist the assigned attorney in gathering data, identifying factors and recognizing
solutions for specific cases.

Assist in reconstructing events, sequences and time frames in preparation of
criminal, family and juvenile cases.

Assist attorneys during jury selection and trial phases.

Locate and develop evidence to assist in plea negotiations.

35

E

2. Function: Communicate with clients, attorneys and other individuals

Time

E or NE

Tasks performed to accomplish this function:

Conduct background check on witnesses.

Locate, interview and notify witnesses.

Serve subpoenas, summons and writs.

Coordinate transportation and lodging of trial witnesses.

30

3. Function: Review Evidence and Reports

Time

E or NE

Tasks performed to accomplish this function:

Collect and gather physical evidence for trial.

Review various reports such as medical, autopsy, forensic & academic reports as
part of the investigative process.

Take measurements, photos or digital movies for the purpose of reconstructing
events or alleged crime scenes.

15

4. Function: Record Keeping

Time

E or NE

Tasks performed to accomplish this function:

Works independently in planning and organizing work as part of a trial, plea
negotiation or preparing for disposition.

Maintain files.

Prepare closed files for storage by checking the computer for disposition.

Maintain monthly statistics.

15

5. Function: Miscellaneous Duties

Time

Eor NE

Tasks performed to accomplish this function:

Daily mail pick-up and delivery from the mailroom @GABC.

Daily file stamp of COA briefs, etc.

Other related duties as assigned.

D. Visual-Mental Demands

J:\Budget\FY2016\Questionnaire Investigator Il Request.doc
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1. Visual-Mental Demands:

Position Description Questionnaire
Dallas County

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 O O O
concentration 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.
® | 3. | Work requires regular mental and visual concentration O O] O
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 1/3-2/13 | 2/3-Over
O | 1. | Work requires normal sitting and standing and generally O O O
the occasional lifting of 25 pounds or less.
® | 2. | Work requires moderate exertion and the occasional O ® O
lifting of 26-50 pounds.
O | 3. | Work requires heavy exertion and the regular lifting of 51- O O O
75 pounds.
O | 4. | Work requires regular strenuous effort and regular lifting O O O
of over 76 pounds.

2. Machines, Tools, Equipment and Work Aids:

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

List machines, tools and equipment required for this

| Driving a vehicle daily to perform needed tasks.

3. Computer Equipment and Software: List specialized computer equipment and software required for this
(personal computers and standard software such as Word and Excel are assumed.
computers or software are used to perform this function)

position.

Indicate if no

Personal computer, standard Office software, GAIN, Forvus, Accurint, AlS, JIS, internet.

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.

J:\Budget\FY2016\Questionnaire Investigator Il Request.doc
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Position Description Questionnaire
Dallas County

Environmental Condition

Frequency of Time

CID
[y
~~

1/3-2/3

2/3-Over

Seasonally

Extreme temperature changes
(heat, cold, extreme weather changes)

©

O

O

Respiratory hazards — Air Pollution
(fumes, gases, chemicals, dust and dirt)

Noise and vibration
(sufficient to cause hearing loss)

o O O ©

Physical hazards
(high voltage, dangerous machinery)

o O O O

O
O
O

O
O
O

O
O
O

Health and Safety Conditions 0

1
|
S~

1/3-2/3

2/3-Over

Seasonally

Driving

Mechanical hazards

Chemical hazards

Electrical hazards

Fire hazards

N oG

Communicable diseases

Physical danger or abuse (specify):

OO0 OO OO0 ®

Other (specify):

O|0|0|0|0|0|0|O

O|0|0|0|0|0|0|®

O|0|0|0|0|0|0|O

O|0|0|0|0|0|0|0O

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 | ® | 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:

OJNOINOINCINOING)

o oMW NE

Graduate or professional work or advanced degree in:

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

J:\Budget\FY2016\Questionnaire Investigator Il Request.doc
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Position Description Questionnaire
Dallas County

No previous experience required

Six months to one year experience in/as:
Minimum of one year experience in/as: Investigation or law enforcement
Minimum of two years experience in/as:

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 N g AW N

Minimum of seven years experience in/as:

(O)NOINOCINCINOINCINCINOINOING)

[EEN
©

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.

SIFSERIENIS

. Valid Drivers License Required? ®Yes O No If Yes, what type? Type C.

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.

©® | 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.

J:\Budget\FY2016\Questionnaire Investigator Il Request.doc
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Position Description Questionnaire
Dallas County

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 | 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 $ | 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
Interns and volunteers Varies weekly

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 |1 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.

o 3 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.

J:\Budget\FY2016\Questionnaire Investigator Il Request.doc
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Position Description Questionnaire
Dallas County

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.

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, 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.

J:\Budget\FY2016\Questionnaire Investigator Il Request.doc
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Position Description Questionnaire
Dallas County

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

O | 1. | Work requires answering simple inquiries or referring O O O
inquiries to others.
) 2. | Work requires handling inquiries and reasonable complaints O O ®

involving an explanation of standard policies, procedures and
non-controversial matters.

O 3. | Work requires handling critical inquiries and complaints not O O O
of a standard nature; requires tact and diplomacy in
presentation to obtain cooperation or approval.

O 4. | Work requires contacts wherein poor handling may result in O O O
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 | 1. Investigator 111, Grade 69
hold 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: 09/21/06
Immediate Supervisor Signature: Date: 09/22/06
Comments:
Department Head/Elected Official Signature Date: 09/22/06
Comments:

J:\Budget\FY2016\Questionnaire Investigator Il Request.doc
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Form F - Program Improvement Request —
Reclassification
Purpose

To request consideration for reclassification of staff within your department if certain conditions
apply (see below).

Reclassification - (or “job study”) results whenever a job being performed no longer matches the job
description which was used to originally classify the job. Furthermore, such mismatch between actual work
and job description must be the result of external factors and not a result of internal reorganization. That is,
reassigning tasks within a department (unless approved in advance by Commissioners Court) does NOT
constitute grounds for reclassification.

Instructions

u Submit one Form F for each position category for which a job study is requested.

[ | Attach a current approved job description.

[ | Attach a completed Position Description Reclassification Request Form located in Appendix C
page 49.

[ | Attach an organizational chart outlining the reporting relationship of the position(s) up to the

director/elected official level (see example on Appendix C).

u Contact the Human Resources/Civil Service Department (ext. 6067) for assistance, if needed, on
the above.
u Description of Changes in Work Being Performed - detail the specific job duties the position

is performing as compared to the position’s actual job description.

u Reason/Authority for Change - a reclassification is typically related to mandated changes in
complexity, rather than change in volume. For example, a supervisor whose staff has increased in
size would not normally qualify for a reclassification solely as a result of the change in the number of
individuals supervised.

To complete the PIR-Reclassification, in addition to a description of the changes, the department must
carefully describe the reason that a job description has changed.

FYZ2016 Operating Budget / Capital Improvement Plan Preparation Manual
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PROGRAM IMPROVEMENT REQUEST

RECLASSIFICATION
Department PUBLIC DEFENDERS OFFICE Budget No. 4031
Position Title Dept. Supervisor, Capital Trial Section Position No. 3282
Current Grade Job Code Department )
Alt6 7035600 Priority Very High

Description of Changes in Work Being Performed

In addition to representation of defendants charged with Capital Murder (case recruitment,
investigation, trial preparation, legal research, plea negotiations, trial, mitigation development,
punishment hearing),the attorney also prepares Continuing Legal Education classes for the
Public Defenders in the office. To-date, the Assistant Public Defender in this position has
prepared and presented eight presentations on Cross-examination, Pretrial Litigation,
Ineffective Assistance of Counsel and the Michael Morton Act (new legislation).

Reason/Authority for Change (see Budget Manual)

Additional responsibilities in preparation of papers, motions and PowerPoint presentations on
various legal subject.

Departmental Cost Worksheet

Current Grade Att6 Proposed Grade Att7
Salary 121,133.00 Salary 138,379.00
FICA (7.65%) 9,266.67 FICA (7.65%) 10,585.99
Retirement (11.5%)  13,930.30 Retirement (11.5%) 15,913.59
Total 144,329.97 Total 164,878.58
Total Annual Impact 20,548.61
Staff Review and Comment
Form F FY2016

FY2016 Operating Budget / Capital Improvement Plan Preparation Manual
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DALLAS COUNTY
HUMAN RESOURCES/CIVIL SERVICE

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:

Deputy Chief Capital Trial Section
Proposed Position Title: Attorney 7
Current Position Grade: Attorney 6
Department Name: Public Defender
Position Number: 3282
Supervisor Name: Paul Blocker
Supervisor Phone: 214-653-3557
Supervisor Email:

Paul.Blocker@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

represent individuals charged with capital murder.

This is accomplished by

investigation, trial preparation, plea negotiation, trial, mitigation development, punishment hearing.

Other duties include

preparation of Continuing Legal Education for the Public Defender's Office.

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.

At the request of supervisors to fulfill a need in legal education of attorneys in the Public Defender's
Office.

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 judgment, 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

-59-



duties/responsibilities.
Added duties include legal research, preparation and presentation of CLE programs.

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.

These are additional responsibilities.

What duties/responsibilities have been removed from the position? What position (if any) is now responsible
for them?

None.

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?
The need for accurate and up to date legal education.

Please outline any existing positions that you feel are a comparison to this position. Please provide
specific reasons why.

None.

What are the performance expectations? What goal(s) in the strategic plan does the position classification
recommendation support?

The dissemination of timely accurate legal education beneficial to the Assistant Public
Defenders.

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.

EXAMPLEW _ - Time E or NE
Function: Maintains exterior of facilities
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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; Representation of Capital Murder defendants

Time

Eor NE

Tasks performed to accomplish this function:

Case recruitment

Trial preparation

Investigation

Plea negotiations

Punishment hearings

Legal Research

Motion production

90%

2. Function: C.L.E. Development

Time

E or NE

Tasks performed to accomplish this function:

Legal research

Paper and PowerPoint production

C.L.E. presentation

10%

3. Function:

Time

E or NE

Tasks performed to accomplish this function:

4. Function:

Time

E or NE

Tasks performed to accomplish this function:

5. Function:

Time

E or NE

Tasks performed to accomplish this function:
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E. 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

Pt 1, | Work requires a minimum of mental and visual O O O

concentration 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.
O | 3. | Work requires regular mental and visual concentration most O O O

of the time.

F. 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

of over 76 pounds.

0-1/3 1/3-2/13 | 2/3-Over
O | 1. | Work requires normal sitting and standing and generally O O O
the occasional lifting of 25 pounds or less.
O | 2. | Work requires moderate exertion and the occasional O O O
lifting of 26-50 pounds.
O | 3. | Work requires heavy exertion and the regular lifting of 51- O O O
75 pounds.
O | 4. | Work requires regular strenuous effort and regular lifting O O O

2. Machines, Tools, Equipment and Work Aids:

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

List machines, tools and equipment required 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)

Word, Excel, Lexis/Nexis, FastCase
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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

Extreme temperature changes
(heat, cold, extreme weather changes)

O

O

O

O

Respiratory hazards
(fumes, gases, chemicals, dust and dirt)

Noise and vibration
(sufficient to cause hearing l0ss)

o O O O
9}
=
oo

Physical hazards
(high voltage, dangerous machinery)

©)
©)
©)

©)
©)
©)

©)
©)
©)

©)
©)
©)

Health and Safety Conditions

0-1/3

1/3-2/3

2/3-Over

Seasonally

Driving

Mechanical hazards

Chemical hazards

Electrical hazards

Fire hazards

Communicable diseases

N o O B Wi

Physical danger or abuse (specify):

O] OO O] O] O] Ol O

Other (specify):

O|0|0|0|0|0|0|O

O|0|0|0|0|0|0|O

O|0|0|0|0|0|0|O

O|0|0|0O|0O|0|0|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.

G. Position Minimum Requirements

2. 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:

O/ O OO0 O

SARNE IR R

Four-year Bachelor’s degree in:




Graduate or professional work or advanced degree in:| 5y degree

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:

Minimum of two years experience in/as:

Minimum of three years experience in/as:

Minimum of four years experience in/as:

Minimum of five years experience in/as: Licensed Practicing Attorney

Minimum of six years experience in/as:

© o N oo ~wDNE

Minimum of seven years experience in/as:

OJNOINCINCINCINCINCINCINOING)

[EEN
©

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.

o &l w N e

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

H. 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.

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

Research and development of Continuing Legal Education for Assistant Public Defenders.

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 | 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.

5. 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?

@Yes ONo

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

Classification Title(s) Number of Employees
Attorney 6 1
Investigator 1
Legal Assistant 1

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. (Choose one)

O 1 Responsibility requires the occasional direction of helpers, assistants, seasonal employees, interns,
" | volunteers or temporary employees.
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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.

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.

I. Hum

an 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
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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.

O

O

O

Work requires handling inquiries and reasonable complaints
involving an explanation of standard policies, procedures and
non-controversial matters.

O

O

O

Work requires handling critical inquiries and complaints not of
a 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.

J. 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

1. Attorney 8

hold my current classification might be promoted. 2.

My Current Classification

Other classifications in the county that would prepare

1. Attorney 6

applicants for my current classification. 2.

K. 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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Form G - Program Improvement Request - Capital, Equipment,
Renovation, Miscellaneous
Purpose

To request any new (rather than replacement) resources other than full-time staff additions or
computer hardware/software.

NOTE: Do not use this form for computers, hardware, or software. For these
purposes, use Form I, “PIR - Computer Hardware/Software”. Use Form E
“Replacement Equipment Request” when requesting replacement equipment.

Instructions

[ | Estimated Cost - approximate cost of equipment, service, or renovation. Equipment prices are
provided in Appendix A. The Purchasing Department will provide estimates for those items not
listed. Facilities Management will assist departments in estimating the costs associated with facility
modifications.

[ ] Brief Summary of Request - short description of resources being requested. Below are some
examples:

QO Ultra-low Temperature Freezer for Laboratory,
QO Reconfiguration of office space,
QO Requests for copiers, pagers, furniture, etc.

u Discussion of Need, etc. - describe in detail the need and justification of the requested items with
cost information described as accurately as possible. Please make sure to address how this request
implements the County’s Strategic Plan. Attach any backup material that you think may be helpful

in evaluating the cost/benefit value of the new item. If any annual costs will result from the
requested item (e.g., staff to operate it, insurance, repair costs, etc.), provide an estimate of this cost.

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

Department County Clerk Budget No 4031
Brief Title of PIR ~ Purchase of iPads
Estimated Cost 61,600.00 Department Priority High

Brief Summary of Request

We are requesting the purchase of 80 iPads for attorneys to assist in representing indigent
clients.

This request is consistent with the Dallas County Strategic Plan: Vision 1: Dallas County is a
model interagency partner: Assess and stream-line workforce for efficiency and operation;
and, Vision 3: Dallas County is Safe, Secure and Prepared: Dallas County should maximize
the effectiveness of criminal justice resources.

Discussion of Need

The Public Defender’s office represents indigent clients. The purchase and utilization of iPads for the attorneys in the
office would increase efficiency and save the county time and money. The use of iPads would increase productivity
and efficiency in the following manner:

» Would aid in the alignment with the court's paperless system

« Ability to view court documents in county applications, such as OnBase

» County email and calendar (including attached documents) could be viewed, sent and responded between county
personnel (i.e. Judges, D.A.s, court personnel) in a timely manner

* Facilitate the ease of court presentations/demonstrations of various electronic information during court proceedings
« the capability to remotely access databases such as the Dallas County Jail Lookup System and FORVUS

* internet access which would allow them to quickly research or investigate an issue without having to return to their
office to do so which would decrease the number of court resets, which in turn would aid in saving the county money by
disposing of cases faster

« If available, the ability to create and edit documents

* Ability to take photographs of documents and distribute it electronically to court personnel in real time versus the time
and cost it would take to make copies

* Ability to take notes and update client files in real time

Staff Review and Comment

Form G FY2016

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

Department County Clerk Budget No 4031
Brief Title of PIR  Purchase of Panic Buttons

Estimated Cost $400 Department Priority Very High

Brief Summary of Request
We are requesting the purchase and installation of panic buttons.

This request is consistent with the Dallas County Strategic Plan: Vision 3: Dallas County is
Safe, Secure and Prepared.

Discussion of Need

The Public Defender’s office is located on the 9th floor in the Frank Crowley Criminal Courts
Building. We are respectfully requesting the purchase and installation of eight panic buttons.
Currently, in place as a form of security, is a door with a card reader which was installed as
a safety measure to protect the receptionist and employees in the office. Unfortunately, even
with the door in place, non-employees follow employees through the door uninvited. Once
inside, there are no protective measures to safeguard the employees from potential danger.
This division handles criminal and mental health cases. The people involved in these types
of cases can be unstable and emotionally charged. A panic button would allow the
receptionist or employees to discreetly request assistance without escalating a potentially
volatile situation.

Staff Review and Comment

Form G FY2016

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

Department County Clerk Budget No 4031
Brief Title of PIR  Security Renovations
Estimated Cost $5,000-$10,000 Department Priority Very High

Brief Summary of Request

We are requesting the installation of walls and a bullet proof glass (est. cost $10,000) (or in
the alternative, Plexiglas - est. cost $5,000) enclosure in the reception area to provide
protection for the receptionist and all our employees. (Similar to the bullet proof enclosures
in the DA's office on the 10th and 11th floors of FCCB).

This request is consistent with the Dallas County Strategic Plan: Vision 3: Dallas County is
Safe, Secure and Prepared.

Discussion of Need

The Public Defender’s office is located on the 9th floor in the Frank Crowley Criminal Courts
Building. Currently in place is a door with a card reader which was installed as a safety
measure to protect the receptionist and employees in the office. Unfortunately, even with the
door in place, non-employees follow employees through the door uninvited. Once inside,
there are no protective measures to protect the secretary and other employees from
potential danger. This division handles criminal and mental health cases. The people
involved in these types of cases can be unstable and emotionally charged. On a few
occasions, we have had to call security due to volatile situations which placed our
employees in potential danger. We respectfully request that walls, card reader doors and
bullet proof glass (or Plexiglas, in the alternative) be installed around the receptionist desk
before a preventable tragedy occurs.

Staff Review and Comment

Form G FY2016

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

Department County Clerk Budget No 4031

Brief Title of PIR  Four Vehicles for Investigative Division
Estimated Cost 83,044 Department Priority High

Brief Summary of Request
Requesting four (4) vehicles for the Investigative Division.

This request is consistent with the Dallas County Strategic Plan: Vision 3: Dallas County is
Safe, Secure and Prepared.

Discussion of Need

These vehicles are needed for all field work. Investigators are in the field for about half of
every workday. Vehicles would help with cost of gas, mileage, maintenance and wear &
tear of the investigator's personal vehicles. These vehicles will be used to transport
witnesses & allow for easier parking at hospitals and businesses.

Staff Review and Comment

Form G FY2016

FY2016 Operating Budget / Capital Improvement Plan Preparation Manual
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DALLAS COUNTY JOB DESCRIPTION

Job Title: Attorney VII (Legal Division Job Code: 7035700 Job Grade: ATT7
Director)
Reports To: Public Defender Pos. No: 3753 FLSA Code: E
Department:  Public Defender Loc. Code: 3964004 SIC Code: 9222
WC Code: 8810
Division: CS Code: B EEO Code: BO1

Summary of Functions: Directs and coordinates the day-to-day operations of the Public Defender’s Office.
Represents, speaks for, and acts as Public Defender when necessary. Oversees and directs all operations
through subordinate managerial personnel. Provides advice and counsel to subordinate managerial personnel
and to the Chief Public Defender. Work involves both advanced legal work and administrative/managerial
functions. Work is performed independently with only general guidance from the Chief Public Defender.
Supervises, evaluates, and trains public defenders and staff.

Management Scope: Directs a staff of approximately 63 employees and an operating budget of approximately
$4.3 million.

% of Essential
Duties and Responsibilities: Time Non-essential

1. Directs and coordinates the overall day-to-day operations and ensures that
policies and procedures are followed.

2. Supervises, evaluates, and trains staff.
3. Interviews applicants for selection and promotion.
4. Resolves disputes between the court, prosecuting attorneys and staff.

5. Determines appropriate action to be taken for unusual or extremely serious or
complex situations.

6. Approves settlement or plea-bargain agreements.

7. Consults and confers with subordinate managerial personnel in order to:
resolve problems; integrate and modify operational strategies, policies, and
tactics; formulate responses to changing internal and external environmental
conditions; and to develop and implement tactical plans, long range goals and
objectives.

8. Prepares and approves budgetary input; attends management meetings;
develops and provides input on policies and procedures; and performs related
operational management duties.

9. Develops policies and procedures; conducts problem resolution and tactical
and long-term planning; provides advice and counsel to the Chief Public
Defender; and participates in the management of all operational aspects of the
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Public Defender’s Office.

10. Conducts presentations at conferences and seminars; instructs law
enforcement and other criminal justice personnel in legal aspects of the
criminal justice system; and speaks before community and citizen groups.

11. Authorizes press conferences; presents information and answers guestions at
press conferences; and responds to the public or media’s requests for

information.

12. Defends the most serious, complex, or highly visible cases; conducts legal
research; drafts legal documents; and interprets laws, rules, and regulations.

13 Performs other duties as assigned.

Minimum Qualifications:

Education, Experience and Training:
Graduation from an accredited law school with a license to practice law in the State of Texas. Five (5) years
experience practicing law required.

NOTE: Experience obtained while licensed with a third year bard card can be counted for experience.

Special Requirements/Knowledge, Skills & Abilities:
None.

Disclaimers: This is an “at will” position with no civil service or other appellate rights. This job description is
not an employment agreement or contract. Management has the exclusive right to alter this job description at
any time without notice.

Physical/Environmental Requirements:
Standard office environment.

Hay Points/Point Factor:

N/A

Supervisor Signature Date

Reviewed by Human Resources/Civil Service on Date 12/2004
Approved by Civil Service Commission on Date 01/24/2005

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
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requirements. Any percentage of time included on 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
accommodation.
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REPLACEMENT EQUIPMENT REQUEST

Department ~ County Clerk Budget No. 4031
Item to be Age Property Estimated Cost
Priority Replaced (years) Number of Replacement Comments/Justification
1 Medical Various N/A $400 x 6 = The cameras ordered in 2012
Examiner $2,400.00 are no longer focusing properly
Dictation System and one is not turning on at all.
2 . The dictaphones/transcribers used by the MEs
Various $19027 were discontinued in 2006. Request replacement
with digital devices and related voice recognition
software.* Grant Application Pending
3 X-ray, dental |24
4 Histology 11
Cassette
Labele
5 Autopsy saws |§
2
2
2
6 Cameras, ﬂ
digital 5
6
7 Chairs, Admin | Variou
S
8
9
10
Form D
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Dallas County
Office of Budget and Evaluation

June 8, 2014

To: Commissioners Court

From: Ryan Brown, Budget Officer

Subject: Public Works 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,
Public Works has submitted the following requests:

Engineering and Construction Division

Software, licenses and drafting equipment;
Training and Administrative updates

Civil Engineering recruitment and internships
Inspector recruitment and internships

Adobe Creative Suite Training

Softract license tracking software

oakrwdE

Program and Engineering Management Division
7. replacement of 2 printers
8. Adobe Acrobat Pro DC 2015
9. Microsoft Project & Visio Pro

Property Division
10. Professional Organization Dues;
11. Appraisal Software (Narrative 1);

Transportation Planning Division
12. Prezi Presentation Software;
13. GoPro Hero 4 Silver Cameras & Accessories;
14. Electronic Levels;
15. Precision Surveying GPS;
16. Replacement Desktop for Senior Engineer;
17. Training;

411 Elm Street - 3rd Floor, Dallas Texas 75202-3340
(214) 653 - 7363 e Fax (214) 653 - 6517 e shahrzad.rizvi@dallascounty.org



FINANCIAL IMPACT

Engineering and Construction Division

The cost for software, licenses and drafting equipment is $29.734;
The cost for training and administrative updates is $14.750;

The cost for civil engineering recruitment and internships is $15.000;
The cost for inspector recruitment and internships is $6.900;

The cost for Adobe Creative Suite training is $750;

The cost for Softrac license tracking Software is $1.939;

ok~ E

Program and Engineering Management Division
7. The cost for replacement of 2 printers is $360;
8. The cost for Adobe Acrobat Pro DC 2015 is $292;
9. The cost for Microsoft Project & Visio Pro is $6,427;

Property Division
10. The cost for professional organization dues is $19.462;
11. The cost for appraisal software (Narrative I) is $3,700;

Transportation Planning Division
12. The cost for Prezi presentation software is $180;
13. The cost for GoPro Hero 4 Silver cameras & accessories is $600;
14. The cost for electronic levels is $700;
15. The cost for precision surveying GPS is $8,260;
16. The cost for replacement desktop for Senior Engineer is $3,000;
17. The cost for training is $21,000;

RECOMMENDATION
The Office of Budget and Evaluation recommends:
Engineering and Construction Division
1. Recommends software, licenses and drafting equipment;
2. Recommends training and administrative updates;
3. Does not recommend Civil Engineering recruitment and internships as there are
no current vacancies or a history of paid internships;
4. Does not recommend Inspector recruitment and internships as there are no current
vacancies or a history of paid internships;
5. Recommends the Adobe Creative Suite Training;
6. Directing Softract license tracking software be reviewed by I/T;

Program and Engineering Management Division
7. Directing the replacement 2 to printers be reviewed by I/T;
8. Directing the Adobe Acrobat Pro DC 2015 request to be reviewed by I/T;
9. Directing the Microsoft Project & Visio Pro to be reviewed by I/T;



Property Division
10. Recommends professional organization dues;
11. Directing the Appraisal Software (Narrative I) to I/T;

Transportation Planning Division

12. Does not recommend Prezi Presentation Software as MS PowerPoint is available
to employees;

13. Does not recommend GoPro Hero 4 Silver Cameras & Accessories as it’s not
necessary to perform the functions;

14. Recommends Electronic Levels;

15. Recommends Precision Surveying GPS;

16. Directs the desktop request for Senior Engineer be reviewed by I/T;

17. Recommends Training and Travel items;

These recommendations have an estimated additional allocation to the FY2016 Budget of
$110,014.
































































































































































































































































































































































































































































































Dallas County
Office of Budget and Evaluation

June 8th, 2014
To: Commissioners Court

Through: Ryan Brown, Budget Officer

From: Shahrzad Rizvi, Budget and Policy Analyst
Subject: Texas A&M AgriLife 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
Texas A&M AgriLife Extension has submitted the following requests:

1. the addition of one (1) part time Horticulture Program Assistant position;

2. the addition of one (1) part time Paraprofessional Support position;

3. professional marketing services from at outside vendor;

FINANCIAL IMPACT

The addition of one (1) part-time horticulture Program Assistant position has an
estimated recurring annual cost of $16,868. The addition of one (1) Paraprofessional
Support position has an estimated recurring annual cost of $16,868. The request for
professional services has a one-time cost of $4,000.

RECOMMENDATION

The Office of Budget and Evaluation recommends continuing current funding levels and
not authorizing the improvement requests. The position requests are not recommended
due to the absence of state support for those positions. The marketing consulting service
is not approved due to available marketing opportunities have not been fully
implemented.

411 Elm Street - 3rd Floor, Dallas Texas 75202-3340
(214) 653 - 7363 ¢ Fax (214) 653 - 7363 e shahrzad.rizvi@dallascounty.org



REQUEST FOR PROFESSIONAL SERVICES

Dalas County/Texas A&M AgriLife Extensi
Department ailas Lounty/ lexas griLiie Extension Budget No‘ 2050
FY2014 FY2015
Pay To Description of Services Budget Amount
Requested
$4,000

Requesting funds to pay professional fees to consultants.
€q 8 pay p [ | O [ ]

Process Improvement Consulting Request

Extension needs to hire consultants to provide various services for our program,
including, but not limited to marketing, branding, publicity, programmatic training, staff
development trends, morale-building workshops, TQM training, etc.

We will occasionally need to pay honorariums, travel and incidentals, etc..

FORM C FY 2015

FY2015 Operating Budget / Capital Improvement Plan Preparation Manual




REPLACEMENT EQUIPMENT REQUEST

Department  Dallas County/Texas A&M AgriLife Service Budget No. 2050
Item to be Age Property Estimated Cost
Priority Replaced (years) Number of Replacement Comments/Justification
I Desk Chair 15 $300 Staff needs seat and back -
support.
2 Desk Chair 15 $300 Staff needs seat and back
support.
3 Desk Chair Request $300 Staff needs seat and back
for Texas Learn ing New rt
Grow Eat Go Chair support.
station
4 |Desk Beqﬁevsv‘ $3,200 Staff needs new desk for
ing e Texas Grow Eat Go Initiative
Desk
)
6
7
8
9
10
Form D FY2015

FY2015 Operating Budget / Capital Improvement Plan Preparation Manual




REQUEST FOR EXTRA HELP BUDGET

Department Dallas County/Texas A&M AgriLife Extension Service Budget No. 2050

Description of Function [glas County/Texas A&M Agrilife Extension Service

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

Horticulture 999 16.22 (16,20 |-0- This position is responsible for

Program Assistant 3 coordinating the help desk for

(Part-time) over 400 horticulture
volunteers; for managing the
Master Gardener school; and
helping with the set up and
management of demonstration
gardens throughout Dallas
County.

Total | 999 [ 16.22 |16,203 -0-

Staff Review and Comment

Form B

FY2015

FY20135 Operating Budget / Capital Improvement Plan Preparation Manual




PROGRAM IMPROVEMENT REQUEST

COMPUTER HARDWARE AND SOFTWARE

D ep artment Dallas County/Texas A&M Agrilife Extension Service Bll dget N o. 2050

Title of PIR Request Type New HW
' (assigned by Data

PIR # Services) Possible Funding Source

Description of Need and Justification

Our office needs a new computer, printer, and scanner for our "Texas Grow Eat
Go" state initiative.

Expected Benefits

We would be able to establish programs with 17 school districts within Dallas
County. This will create hundreds of thousands of dollars in volunteer
contribution hours to help serve students in Dallas County.

Department Head Signature Priority Director
Department Contact Person Richard Davis Phone 2149043OE|
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

FY2015 Operating Budget / Capital Improvement Plan Preparation Manual
-9 -



REQUEST FOR EXTRA HELP BUDGET

Department Dallas County/Texas A&M AgriLife Exension Service

Budget No. 2050

Description of Function Nalas County/Texas A&M AgriLife Exension Service

Position Title, Grade Annual { Hourly Total | Retirement Comments and
and Number Hours Rate Benefits Justification
Paraprofessional 999 16.22 (16,20 |-0- This position is responsible for
Support Grade 00 3 the development and
Position #1382 maintenance of certain aspects
(Part-time) of the youth development
portion of Texas AgriLife
Extension in Dallas County.
Specific responsibilities include
"Farm Day at the Texas State
Fair," after-school 4-H
programs which impacts over
25,000 local youth on an
annual basis.
Total | 999 | 16.22 |16,203 -0-

Staff Review and Comment

Form B

FY2015

FY2015 Operating Budget / Capital Improvement Plan Preparation Manual
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Organizational Chart (Proposed — FY16)

Director

Veteran Services Department

=

Lead Caseworker
Grade FF

Caseworker | ‘

Grade CC
(Current)

Caseworker | \
Grade CC
(Proposed x 4)
HB 875 L
L

p— = —— =N

Senior Secretary
Grade 8

(Current)
L

e —_— —_—

Senior Secretary
Grade 8

(Proposed - HB 875)

& -/

Clerkll |
Grade 6 (FT)

(Current - Proposed
Reclassification)

Clerk Il W
Grade 6 (FT)

(Proposed - HB 875)

\ )




PROGRAM IMPROVEMENT REQUEST

RECLASSIFICATION

Department Veteran Services Budget No. 2060

Position Title Clerk II Grade 6 (Full Time) Position No. 4084

Current Grade Clerk 11 Grade 6 Job Code 1160100 Department 1
(Part Time) Priority

Description of Changes in Work Being Performed
Clerk will also be responsible for conducting preliminary interviews of clients, inputting data into the Veterans Information

Management System (VIMS), and creating case management files.

Reason/Authority for Change (see Budget Manual)

Clerk will be required to be certified by the Department of Veterans Affairs, through the Texas Veterans Commission, and
must complete annual training and pass the mandated certification exam in order to interview clients and conduct business, on

the client’s behalf, with the VA.

Departmental Cost Worksheet

Current Grade 6

Salary $25,084.80
FICA (7.65%) $1,918.99
Retirement (11.5%) $2.884.75
Total $29.888.54

Proposed Grade
Salary w/Benefits
FICA (7.65%)
Retirement (11.5%)

Total

6
$39,304.80

$2,356.57
$3,542.55
$45,203.92

Total Annual Impact: $15,315.38

Staff Review and Comment

T

FY2016 Operating Budget / Capital Improvement Plan Preparation Manual




PROGRAM IMPROVEMENT REQUEST COST WORK SHEET

Brief Title of PIR Clerk Il (Full Time) — Reclassification
Staff Cost

Grade g

Salary $30,804.80

FICA @ 7.65% $2,356.57

Retirement @ 11.5% $3,542.55

Insurance (@ $8,500 $8,500.00

Total $45,203.92

Related Equipment

Number

Desk

Furniture

Computer

Printer

Network Cabling

Software
Cell Phone
Other
Total
Grand Total $45,203.92
=,

FY2016 Operating Budget / Capital Improvement Plan Preparation Manual




DALLAS COUNTY
HUMAN RESOURCES/CIVIL SERVICE

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. Identification / General Information

[ Current Position Title: Clerk II (Part Time)
| Proposed Position Title: Clerk II (Full Time)
Current Position Grade: 6
Department Name: Veteran Services
Position Number: 4084
Supervisor Name: James Henderson
Supervisor Phone: 214-819-1887
Supervisor Email: jhenderson@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 provide administrative support to the Veteran Services office staff,
thereby reducing their administrative workload, resulting in increased office efficiency, case
management, and community outreach.

This is accomplished by conducting preliminary client interviews, entering data into the case
management system, researching federal laws and policies, processing and maintaining client files,
submitting case files for processing to the VA, requesting military service and medical records, and
researching potential grant sources.

Other duties include managing schedules, researching community events for office staff participation,
tracking client needs assessment data, ordering office supplies, and entering time and attendance.

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.
Within the last year, due to department restructure, the position now requires direct client
interaction; responsible for client intake to determine the need for direct services such as financial
assistance, housing, or employment services. Incumbent must be able to establish community
partnerships and maintain a working knowledge of community resources.

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 judgment, independence,
problem solving and/or management (i.e., position was previously responsible for $1,000,000 and is now

-1 -




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.

Position has a higher level of responsibility. Must be able to interact with Dallas County departments,
nonprofits, and other agencies/organizations that provide services to Veterans. Assesses Veteran’s need for
services and determines best fit for resources. Counsels client or may refer to outside agency, if required.
Clerk will be required to be certified by the Department of Veterans Affairs in order to perform client
intake and assist with filing claims for benefits. Will also be responsible for timekeeping and ordering of
supplies.

Are the new duties/responsibilities additional or have they been allocated from another position(s)? Please
specify. Ifthe 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.
Clerk will also need to interview clients and occasionally file claims for benefits and must be
certified by VA to do so.

What duties/responsibilities have been removed from the position? What position (if any) is now responsible
for them?

No duties will be removed from the position.

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?

' Will have the authority to enter time for department employees, reconcile expenditures in budget,
and order supplies and equipment.

What specific tasks or activities make the job duties/responsibilities more complex?

Will assume some secretarial duties as indicated above and will also function as a service officer
assistant; inputting data into the Veterans Information Management System, completing client
intake.

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?

The clerk will be expected to provide exceptional direct assistance or referral services to clients
and to establish relationships with other County departments to accomplish some tasks. Strategy
1.5 — Maintain a diverse, talented, and capable workforce to execute core Dallas County functions.

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.




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: Answers routine inquiries and resolves basic customer service issues.

Time

E or NE

Tasks performed to accomplish this function:

a. Receives all incoming calls and may route to appropriate office staff member
when warranted.

b. Assesses client’s needs to determine appropriate action to take regarding claims,
basic information requests, and services.

c. Provides client with requested forms, program information, appropriate
community service provider contact information,and prepares benefit verification
letters.

d. Conducts initial interviews for all requests for financial assistance and submits
application packets to client.

40%

2. Function: Inputs data into the Veterans Information Management System
(VIMS).

Time

E or NE

Tasks performed to accomplish this function:

a. Receives case file from caseworker.

b. Verifies client’s personal data.

c. Accurately transcribes case notes.

d. Cross-references case files with the case management system and enters data.

e. Inputs compensation amounts and dates when awarded by the Department of
Veterans Affairs.

25%

3. Function: Creates case management files.

Time

E or NE

Tasks performed to accomplish this function:

a. Ensures that files are in compliance with HIPAA laws.

b. Gathers required documents and prepares copies of claims for filing.

c. Ensures that copies of client correspondence received directly from the client or
Department of Veterans Affairs are included in the files.

d. Monitors suspenses for timely submission of casework to the Department of
Veterans Affairs.

e. Submits completed claims folder to appropriate service agency for action —
Department of VA, Texas Veterans Commissions, Disabled American Veterans
(DAYV), etc., and ensures that the client receives a copy of the submitted
correspondence.

25%

4. Function: Maintains/reconciles time & attendance reporting.

Time

E or NE

Tasks performed to accomplish this function:

a. Enters time into the time and attendance system for office staff.

b. Monitors vacation and sick leave accruals; informs office director of accrual
max balances.

c. Processes leave request forms; verifies leave balances before submitting to
supervisor for approval.

5%

i




a. Sets up files in accordance with retention policy and HIPAA laws.

b. Ensures that file folders are properly checked out from file cabinet and returned
after use.

c. Ensures that forms are current and adequately stocked, replenishes when needed.

d. Ensures that adequate office supplies are on hand; requisitions when needed.
monitors office budget to ensure funds are available.

5. Function: Maintains office files, orders supplies, forms, and informational Time E or NE
literature.
Tasks performed to accomplish this function: 5% E

E. 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 Work requires a minimum of mental and visual O O O

concentration to detail most of the time.
[ ] Work requires a moderate amount of mental and visual O O [

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

of the time.

F. 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.)

of over 76 pounds.

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

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.)

| Fax machine, copier, scanner.

-4 -




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)

| VIMS Software — Veterans Information Management System for Case Management, OnBase |

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
1. | Extreme temperature changes O O O @)

(heat, cold, extreme weather changes)

2. | Respiratory hazards O @) (@) O

(fumes, gases, chemicals, dust and dirt)

Noise and vibration O O (@) @)
@] @) (@) O

(sufficient to cause hearing loss)
4. | Physical hazards
(high voltage, dangerous machinery)

O O O O
o

Health and Safety Conditions 0-1/3 1/3-2/3 | 2/3-Over | Seasonally
O | 1. | Driving O @) ) e)
O | 2. | Mechanical hazards O e o) )
O | 3. | Chemical hazards O (@] @) O
O | 4. | Electrical hazards O O O O
O | 5. | Fire hazards O (@] @] O
B | 6. | Communicable diseases ] O O O
® | 7. | Physical danger or abuse (specify): May u O O @)

encounter aggressive clients or those with
mental illness.

O | 8. | Other (specify): ) o ) o

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

B | 1. | Office Environment O | 4. | Clinic O | 6. | Residential Facility (not secure)
QO | 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.
| N/A. ]

G. 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).

w8




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: i

o w| &l v |~

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:

OO0 mO OO0

- Minimum of one year experience in/as: |

i 1 Minimum of two years experience in/as: |

.| Minimum of four years experience in/as:

[

.| Minimum of five years experience in/as:

Ol O

Minimum of six years experience in/as:

o

1
2
3
4
5. | Minimum of three years experience in/as:
6
7
8
2

Minimum of seven years experience in/as:

' 10. | Minimum of eight years experience in/as:

O

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. Initial training and certification, per Texas Government Code, Section 434.031

l 2. Valid Drivers License Required? MYes ONo If Yes, what type? Class C

H. 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.

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

@]
O | 2. | Work tasks are routine. but not identical.
| |

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

(F8 ]

‘70 4. | Work tasks are varied and diversified, requiring analytical, interpretive, evaluative and/or |

i constructive thinking. B |

- 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. |




j O | 6. | Work tasks are of the broadest sense, requiring strateglc planning, analytical, and evaluatwe
developmental and constructive thinking.

2. Planning: Does this position involve planning work activities or projects? O Yes MNo
If yes, describe the planning or project management activities associated with this position.

| N/A |

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 | 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 $ | Total grant amount

Additional comments:

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

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

Classification Title(s) Number of Emplovees

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. (Choose one)

| O | - Responsibility requires the occasional direction of helpers, assistants, seasonal employees, interns, |
‘ j volunteers or temporary employees. \
T o ‘ ‘ Responsibility requires functioning as a lead worker performing essentially the same work as those 1

‘ directed, and includes overseeing work quality, training, instructing, and scheduling work.




1

O \ 3. | 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.

|o[4.

Responsibility requires managing and monitoring work performance by directing subordinate 1

' 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.

e

‘ 5

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)

L.

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

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.

I. 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.

wiflis




Frequency of Time
0-13  1/3-2/3  2/3-Over
O | 1. | Work requires answering simple inquiries or referring inquiries | O O O
to others.
2. | Work requires handling inquiries and reasonable complaints O O O
involving an explanation of standard policies, procedures and
non-controversial matters.
[ 3. | Work requires handling critical inquiries and complaints not of (@) O o
a standard nature; requires tact and diplomacy in presentation to
obtain cooperation or approval.
O 4. | Work requires contacts wherein poor handling may result in O O O
poor coordination of all efforts; deals with controversial or
exception policies or procedures that could result in litigation
or damages if improperly handled.

J. 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 | 1.

hold 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.

K. Signature/Approval

To the best of my ability, I 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:




PROGRAM IMPROVEMENT REQUEST
ADDITIONAL STAFF

Department Veteran Services Budget No 2060
Brief Title of PIR Caseworker | - Grade CC (4 New Positions)

2
Approx. Net Cost $60,333.13x 4 Department Priority

Brief Summary of Request If House Bill 875 is enacted, the Veteran Services Office, in coordination with the Sheriff’s
Department, will be verifying the Veteran status of each prisoner and providing relevant services to which the Veteran may be
eligible. The Assistant Veteran Service Officer/Caseworker interviews clients; obtains information and analyzes their needs;
plans, implements, and manages case records; counsels clients; investigates and advocates on their behalf, and applies all
relevant laws, regulations, and procedures, as established by state and federal government. We also request any associated
furniture and computer hardware/software.

Discussion of Need
With the increasing awareness of Veterans involved in the criminal justice system, it is necessary to ensure

that Veterans are identified and referred to appropriate treatment and services that support reintegration
into society and reduce recidivism. Medical experts agree that no one returns from serving in a war zone
unchanged. Best estimates are that as many as 25-30% of returning Veterans suffer from mental illness
that makes transitioning back to civilian life far more difficult. This may manifest in alcohol and substance
abuse or mental health issues and contribute to a Veteran’s arrest for a variety of offenses, ranging from
public intoxication and DWI, to assault, domestic violence, and murder. To this point, a significant
number of Veterans are booked into the Dallas County jail every month for a wide range of offenses, and a
high percentage of arrested Veterans are repeat offenders with alcohol/substance abuse issues.
Additionally, many Veterans are not receiving VA services for which they were eligible.

Current staffing consists of: 1 — Director, 1 — Lead Caseworker Grade FF, 1 — Caseworker I Grade CC,

1 — Senior Secretary Grade 8, 1 — PT Clerk II Grade 6

Discussion of Related Performance Measure

Vision 1 Indicator(s): Clearly articulate the County’s role and responsibilities to the public.
Provide mission critical programs and services to the public. Current staffing is not adequate to
serve effectively those Veterans and family members who are residing in Dallas County. Without
additional staffing, the office will be unable to operate at its full potential, jeopardizing service to
the public.

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
Cell Phone

Other

Caseworker I — Assistant Veteran Service Officer

cC

$39,707.20

$3.037.60

$4,566.33

$8.500.00

Total $55.811.13

$718.00

$791.00 (high back chair, side-arm
chair, 5 shelf bookcase)

$1,025.00

$250.00

$200.00

$300.00

$840.00

$398.00 (desk return w/ pedestal)

Total $4.522.00
Grand Total $60,333.13

FY2016 Operating Budget / Capital Improvement Plan Preparation Manual




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. Identification / General Information

Proposed Position Title: Caseworker |

Proposed Position Grade: CC

Department Name: Veterans County Service Office
Position Number: TBD

Supervisor Name & Position Title James Henderson, Lead Caseworker
(“Reports To™):

Supervisor Phone: 214-819-1887

Supervisor Email: jhenderson@dallascounty.org

Court Order # and Date: TBD

B. Brief Description of the New Position

Use two or three brief and specific statements to summarize the general purpose of this position.

1f House Bill 875 is enacted. the purpose of this position is to verify the Veteran status of prisoners within the Dallas

County jail system and to provide them with assistance in applying for federal benefits or compensation, for which

they may be eligible under programs administered by the United States Department of Veterans Affairs or specific

state or local benefit programs or services.

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: Must have the ability to understand and apply DV A laws and regulations
when assisting veterans and surviving spouses in applying for DV A benefits for
| compensation and pension. ' :

Time

E or NE

Tasks performed to accomplish this function:

a. Reviews the client’s request for benefit assistance to determine client’s eligibility for
benefits.

b. Informs the client of required documents necessary to file a claim and assists the client
in the completion of all required forms.

¢. Electronically requests Discharge Documents, Military Records, Military Medical
Records, and replacement of Medals and Decorations from the National Personnel
Records Center, as needed.

d. Submits all required documents & forms to the VA Regional Office for processing. Is
the liaison between the DVA and the client, ensuring that requests for additional
information are understood and provided by the client to the DVA.

e. Assists the client with the appointment of a fiduciary, if applicable.

f. Assists the client with the claims disagreement/appeals process, if applicable.

g. Assists the client in requesting a debt waiver for DVA benefit overpayments, if
applicable.

70%

2. Function: Provides information to clients regarding other DV A and State benefits and
assists them in applying for each.

Time

E or NE

Tasks performed to accomplish this function:

a. Provides information and assistance in completing applicable forms regarding
enrollment in the VA Health Care System, Educational Benefits, Insurance Benefits,
Home Loan Benefits, and Burial Benefits.

b. Provides information and assistance in completing applicable forms regarding Property
Tax Exemptions for Disabled Veterans.

c. Provides information and assistance in completing applicable forms regarding Texas
Veterans Land Board, State Veterans’ Homes, Cemetery Programs, Free Driver’s
License, Free Hunting and Fishing Licenses, and Free Park Admissions.

15%

3. Function: Maintains case management records and appropriate documents.

Time

E or NE

Tasks performed to accomplish this function:

a. Gathers required documents and prepares copies of claims for filing.

b. Ensures that files are in compliance with HIPAA laws.

c. Ensures that copies of client correspondence received from the DVA are added
to the files.

5%

4. Function: Provides information to clients regarding upgrades of both military
discharge and characterization of military service and for correction of military records.

Time

E or NE

Tasks performed to accomplish this function:

a. Assesses the circumstances regarding client’s military discharge or characterization of
military service or correction of military records.

b. Informs the client of applicable laws and assists in determining eligibility of upgrades
or correction.

c. Provides client with applicable forms and guidelines needed to apply/appeal.

d. Electronically requests Discharge Documents, Military Records, Military Medical
Records, and replacement of Medals and Decorations from the National Personnel

Records Center, if needed.

5%

5. Function: Verifies DVA benefit eligibility and provides eligibility letters to clients

Time

E or NE




seeking Human Services/Financial benefits,

Tasks performed to accomplish this function:

5%

a. Verifies client’s DVA benefit status with the DVA.

b. Prepares eligibility letters for client’s submission to Health & Human Services
for human services/financial benefits.

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
to detail most of the time.
2. | Work requires a moderate amount of mental and visual O O [ ]
concentration in the performance of various operations.
O | 3. | Work requires regular mental and visual concentration most of O @) 0]
the time.

E. Physical Demands, Equipment Requirements, Working Conditions

1.

demands between never and up to 1/3 of the time.)

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

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

L 1. | Work requires normal sitting and standing and generally the @) O u
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
pounds.

O | 4. | 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.)

Fax, copier, scanner, shredder, overhead projector.

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)

VIMS Software — Veterans Information Management System

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 @] (0] O
(heat, cold, extreme weather changes)
O | 2. | Respiratory hazards O O ) O
(fumes, gases, chemicals, dust and dirt)
O | 3. | Noise and vibration @] O @) 0]
(sufficient to cause hearing loss)
O | 4. | Physical hazards 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 O O
O | 2. | Mechanical hazards O O 0] O
O | 3. | Chemical hazards O O O (0]
O | 4. | Electrical hazards O o] O O
O | 5. | Fire hazards O O O (@)
B | 6. | Communicable diseases O O B (@]
B | 7. | Physical danger or abuse (specify): May ®) O u (0]
occasionally encounter clients suffering from post
traumatic stress disorder (PTSD) or are
aggressive.
® | 8. | Other (specify): Will work in a jail environment. O (@) X ®)
5. Primary Work Location: Check the type of location where most of the position’s duties are performed.
® 1. | Office Environment O | 4. | Clinic B | 6. | Residential Facility (not secure)
Assisted Living Facility, Nursing
Home
O | 2. | Shop or Warehouse B | 5. | Secured Facility O | 7. | Vehicle
W | 3. | Other (Specify): Jail
environment

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

F.

I

Position Minimum Requirements

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 | 1. | Less than high school education |
@] : 2. J; High school diploma or equivalent ' - :
O | 3. | One year college
O | 4 Two-year Associate’s dégree in:
W | 5. | Four-year Bachelor’s degree in: Behavioral Science or a job-related field of study. o
0 | 6. | Graduate or professional work or advanced degree in: N |
2. Experience: Record the minimum experience required for this position (not necessarily the incumbent’s




experience).

J 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:

Minimum of five years experience in/as:

\

Minimum of six years experience in/as:

o I e I ) I R B

Minimum of seven years experience in/as:

O OO O m O|0O| OO O

e

Minimum of eight years experience in/as:

! B —

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.

Initial training and certification, per Texas Government Code, Section 434.031

Accreditation by the Department of Veterans Affairs

| L.

2.
3. Peer-to-Peer facilitator certification by state agency
4,

's.

Valid Drivers License Required? MYes ONo If Yes, what type? Class C

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.
e } 2. | Work tasks are routine, but not identical. g
[ i ) |
O | 3. | Work tasks are usually different, with somewhat diversified procedures and precedents. !
m ’ 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 1 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? BYes ONo

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

Will be responsible for planning of incumbent’s daily activities to include visiting prisoners, parole officers, or

Veterans Court.

3

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




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

B

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.

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 $289.886.00 | Total grant amount $

Additional comments; Operating Budget - $3,146.00

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

OYes

ENo

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,

J e 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.

lo |3 | Responsibility requires supervising and monitoring the performance for a regular group of employees or |

L ' 7" | a work unit including providing input on hiring and performance actions, work objectives, program

1_ | effectiveness and realignment of work as needed. |

T o |4 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 |

i necessary. ’
Responsibility requires managing and monitoring work performance of senior department managers ‘

 goals and realigning work and staffing for the department.

including evaluating program and work objectives and effectiveness, establishing broad organizational |

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)

I

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

(S ]

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.

®)

5.

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.

0-1/3

Frequency of Time

1/3-2/3

2/3-Over

1. | Work requires answering simple inquiries or referring inquiries to
others.

O

O

O

Work requires handling inquiries and reasonable complaints
involving an explanation of standard policies, procedures and non-
controversial matters.

(0]

@)

O

Work requires handling critical inquiries and complaints not of a
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. Juvenile Probation Officer

my current classification might be promoted.

2. Disease Intervention Specialist

My Current Classification

Other classifications in the county that would prepare

1. Juvenile Residential Officer [ or 11

applicants for my current classification.

2. HHS Case Manager

J. Signature/Approval

To the best of my ability, I 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:

Date

Department Head/Elected Official Signature
Comments:




PROGRAM IMPROVEMENT REQUEST
ADDITIONAL STAFF

Department Veteran Services Budget No 2060
Brief Title of PIR Senior Secretary — Grade 8

2
Approx. Net Cost $53,415.96 Department Priority

Brief Summary of Request If House Bill 875 is enacted, the Veteran Services Office, in coordination with the Sheriff’s
Department, will be verifying the Veteran status of each prisoner and providing relevant services to which the Veteran may be
eligible.

Discussion of Need
With the increasing awareness of Veterans involved in the criminal justice system, it is necessary to ensure

that Veterans are identified and referred to appropriate treatment and services that support reintegration
into society and reduce recidivism. Medical experts agree that no one returns from serving in a war zone
unchanged. Best estimates are that as many as 25-30% of returning Veterans suffer from mental illness
that makes transitioning back to civilian life far more difficult. This may manifest in alcohol and substance
abuse or mental health issues and contribute to a Veteran’s arrest for a variety of offenses, ranging from
public intoxication and DWI, to assault, domestic violence, and murder. To this point, a significant
number of Veterans are booked into the Dallas County jail every month for a wide range of offenses, and a
high percentage of arrested Veterans are repeat offenders with alcohol/substance abuse issues.
Additionally, many Veterans are not receiving VA services for which they were eligible.

Current staffing consists of: 1 — Director, 1 — Lead Caseworker Grade FF, 1 — Caseworker I Grade CC,

1 — Senior Secretary Grade 8, 1 — PT Clerk I Grade 6

Discussion of Related Performance Measure

Vision 1 Indicator(s): Clearly articulate the County’s role and responsibilities to the public.
Provide mission critical programs and services to the public. Current staffing is not adequate to
serve effectively those Veterans and family members who are residing in Dallas County. Without
additional staffing, the office will be unable to operate at its full potential, jeopardizing service to

the public.

Staff Review and Comment

Form E FY2016

FY2016 Operating Budget / Capital Improvement Plan Preparation Manual




PROGRAM IMPROVEMENT REQUEST COST WORK

SHEET

Brief Title of PIR Senior Secretary
Staff Cost

Grade 2

Salary $35,214.40

FICA @ 7.65% $2,693.90

Retirement @ 11.5% $4,049.66

Insurance (@ $8,500 $8,500.00

Total $50,457.96

Related Equipment
Number

Desk $683.00

Furniture $500.00 (chair & side chair)

Computer $1.025.00

Printer $250.00

Network Cabling $200.00

Software $300.00

Cell Phone

Other

Total $2.958.00
Grand Total $53,415.96

FY2016 Operating Budget / Capital Improvement Plan Preparation Manual




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. Identification / General Information

Proposed Position Title: Senior Secretary

Proposed Position Grade: 8

Department Name: Veterans County Service Office
Position Number: TBD

Supervisor Name & Position Title James Henderson, Lead Caseworker
(“Reports To™):

Supervisor Phone: 214-819-1887

Supervisor Email: jhenderson@dallascounty.org

Court Order # and Date: TBD

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

If House Bill 875 is enacted, the purpose of this position is to verify the Veteran status of prisoners within the Dallas

County jail system and to provide them with assistance in applying for federal benefits or compensation, for which

they may be eligible under programs administered by the United States Department of Veterans Affairs or specific

state or local benefit programs or services.

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: Provides comprehensive administrative services. Time E or NE

Tasks performed to accomplish this function: 50% E




a. Performs direct administrative support services to the Department Head. Schedules and
coordinates all programmatic activities and appointment calendar(s), utilizing knowledge
of priorities and prearranged plans. Sends meeting notices and reminders.

b. Researches and resolves more complex issues related to the program function and
prepares responses to inquiries, as well as assists in developing standard operating policies
and procedures.

¢. Types a wide variety of correspondence, which may be sensitive in nature.

d. Must maintain confidentiality regarding all correspondence and files.

e. Assumes responsibility for correctness of spelling, punctuation, format, and grammar.

2. Function: Serves as a liaison for the department: greets visitors; screens and routes Time E or NE

incoming calls; takes messages and/or answers routine inquiries.

Tasks performed to accomplish this function: 25% E

a. Assesses client needs to determine appropriate course of action.

b. Refers client to the Service Officer, if warranted.

3. Function: Prepares requisitions and purchase orders. Time E or NE

Tasks performed to accomplish this function: 15% E

a. Monitors expenditures, researches discrepancies, prepares monthly reports, performs

budget analysis on accounts and review of transactions, and maintains fiscal control.

b. Purchases office supplies and equipment.

¢. Maintains, monitors, and reconciles supply and equipment purchase orders.

4, Function: Performs other duties as assigned, which may include: Time E or NE
10% E

Tasks performed to accomplish this function:

a. Filing

b. Researching, gathering and preparing information, and making decisions on
routine matters as delegated by the supervisor.

D. Visual-Mental Demands

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

to detail most of the time.
® | 2. | Work requires a moderate amount of mental and visual O (@) &

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

B | 1. | Work requires normal sitting and standing and generally the O

®)




occasional lifting of 25 pounds or less.
O | 2. | Work requires moderate exertion and the occasional lifting of
26-50 pounds.
3. | Work requires heavy exertion and the regular lifting of 51-75
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.)

Fax, copier, scanner, shredder.

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)

VIMS Software — Veteran Information Management System

il

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 0]
(heat, cold, extreme weather changes)
O | 2. | Respiratory hazards @) @) @) @]
(fumes, gases, chemicals, dust and dirt)
O | 3. | Noise and vibration O @) O @)
(sufficient to cause hearing loss)
O | 4. | Physical hazards 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 0]
O | 2. | Mechanical hazards O @] O @]
O | 3. | Chemical hazards @] O O O
O | 4. | Electrical hazards 0] O O (@)
O | 5. | Fire hazards @) (@) o @)
B | 6. | Communicable diseases O il O O
W | 7. | Physical danger or abuse (specify): May O 8 O O
occasionally encounter clients suffering from post
traumatic stress disorder (PTSD) or are
aggressive.
B | 3. | Other (specify): Will be working in a jail facility. O L] @) 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 B | 5. | Secured Facility O | 7. | Vehicle
M | 3. | Other (Specify): Jail
environment




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

| N/A

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

1 Four-year Bachelor’s degree in:

O Ol m O O O

1
2
3
4. | Two-year Associate’s degree in:
5
6

{ 6. J Graduate or professional work or advanced degree in:

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

incumbent’s

1. | 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 five years experience in/as:

| Minimum of six years experience in/as:

2
3
4
5
6. r Minimum of four years experience in/as:
B
8
9

Minimum of seven years experience in/as:

Ol OO O m OO O 0| O

i
|
f
‘\ 10. | Minimum of eight years experience in/as:

A

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. Initial training and certification, per Texas Government Code, Section 434.031

| 2. Valid Drivers License Required? ®Yes ONo If Yes, what type? Class C

G. Planning and Management Responsibilities

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

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

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

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

0] L 3. I Work tasks are usually different, with somewhat diversified procedures and precedentgs'.- o




Responsibility requires supervising and monitoring the performance for a?g_u_l_ar 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.

° |
|
o s

’ Responsibility requires managing and monitoring work performance of senior department margg_e‘z%
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)

O | L

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

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

reviewed at the end of major projects.

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 |

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.

0189

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 1/32/3  2/3-Over

O Work requires answering simple inquiries or referring inquiries to o] O O
others.
Work requires handling inquiries and reasonable complaints @) O @)
involving an explanation of standard policies, procedures and non-




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

| N/A

3. Budgetary Responsibility: Does this position involve working with the annual budget? B 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.

B | 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 $ 289.886.00 | Total grant amount $0

Additional comments: Operating Budget - $3,146.00

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

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,

O |1
’ volunteers or temporary employees.

o | 5 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.




(98]

Responsibility requires su]nervising 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)

8

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, 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 Work requires answering simple inquiries or referring inquiries to O O O
others.
Work requires handling inquiries and reasonable complaints O @ O
involving an explanation of standard policies, procedures and non-




controversial matters.

| 3. | Work requires handling critical inquiries and complaints not of a (0] u
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)
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. 21

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, I 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




PROGRAM IMPROVEMENT REQUEST

ADDITIONAL STAFF
Department Veteran Services Budget No 2060
Brief Title of PIR Clerk Il
2
Approx. Net Cost $41,346.54 Department Priority

Brief Summary of Request If House Bill 875 is enacted, the Veteran Services Office, in coordination with the Sheriff’s
Department, will be verifying the Veteran status of each prisoner and providing relevant services to which the Veteran may be

eligible.

Discussion of Need
With the increasing awareness of Veterans involved in the criminal justice system, it is necessary to ensure

that Veterans are identified and referred to appropriate treatment and services that support reintegration
into society and reduce recidivism. Medical experts agree that no one returns from serving in a war zone
unchanged. Best estimates are that as many as 25-30% of returning Veterans suffer from mental illness
that makes transitioning back to civilian life far more difficult. This may manifest in alcohol and substance
abuse or mental health issues and contribute to a Veteran’s arrest for a variety of offenses, ranging from
public intoxication and DWI, to assault, domestic violence, and murder. To this point, a significant
number of Veterans are booked into the Dallas County jail every month for a wide range of offenses, and a
high percentage of arrested Veterans are repeat offenders with alcohol/substance abuse issues.
Additionally, many Veterans are not receiving VA services for which they were eligible.

Current staffing consists of: 1 — Director, 1 — Lead Caseworker Grade FF, 1 — Caseworker I Grade CC,

1 — Senior Secretary Grade 8, 1 — PT Clerk II Grade 6

Discussion of Related Performance Measure

Vision 1 Indicator(s): Clearly articulate the County’s role and responsibilities to the public.
Provide mission critical programs and services to the public. Current staffing is not adequate to
serve effectively those Veterans and family members who are residing in Dallas County. Without
additional staffing, the office will be unable to operate at its full potential, jeopardizing service to
the public.

Staff Review and Comment

Form E FY2016

FY2016 Operating Budget / Capital Improvement Plan Preparation Manual




PROGRAM IMPROVEMENT REQUEST COST

Related Equipment

Number

Desk

Furniture
Computer
Printer

Network Cabling
Software

Cell Phone

Other

WORK SHEET
Brief Title of PIR Clerk 11
Staff Cost
Grade 8
Salary $25,084.80
FICA @ 7.65% $1,918.99
Retirement @ 11.5% $2,884.75
Insurance @ $8,500 $8,500.00

Total $38.388.54

$683.00

$500.00 (chair + side chair)

$1,025.00

$250.00

$200.00

$300.00

Total $2.958.00

Grand Total $41,346.54

FY2016 Operating Budget / Capital Improvement Plan Preparation Manual




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. Identification / General Information

Proposed Position Title: Clerk I1

Proposed Position Grade: 6

Department Name: Veterans County Service Office
Position Number: TBD

Supervisor Name & Position Title James Henderson, Lead Caseworker
(“Reports To™):

Supervisor Phone: 214-819-1887

Supervisor Email: Jhenderson(@dallascounty.org
Court Order # and Date: TBD

B. Brief Description of the New Position

Use two or three brief and specific statements to summarize the general purpose of this position.

If HB 875 is enacted. the purpose of this position is to provide administrative support to the Veteran
Services office staff, thereby reducing their administrative workload, resulting in increased office
efficiency and case management.

This is accomplished by entering data into the case management system, researching federal laws and
policies, processing and maintaining client files, submitting case files for processing to the VA, and
requesting military service and medical records.

Other duties include managing schedules, researching community events for office staff participation,
tracking client needs assessment data, ordering office supplies, and entering fime and attendance.

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 ¥
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: Answers routine inquiries and resolves basic customer service issues.

Time

E or NE

Tasks performed to accomplish this function:

a. Receives all incoming calls and may route to appropriate office staff member
when warranted.

b. Assesses client’s needs to determine appropriate action to take regarding
claims, basic information requests, and services.

c. Provides client with requested forms, program information, appropriate
community service provider contact information, and prepares benefit verification

letters.

d. Conducts initial interviews for all requests for financial assistance and submits
application packets to client.

40%

2. Function: Inputs data into the Veterans Information Management System

(VIMS).

Time

Eor NE

Tasks performed to accomplish this function:

a. Receives case file from caseworker.

b. Verifies client’s personal data.

c. Accurately transcribes case notes.

d. Cross-references case files with the case management system and enters data.

e. Inputs compensation amounts and dates when awarded by the Department of
Veterans Affairs.

25%

3. Function: Creates case management files.

Time

E or NE

Tasks performed to accomplish this function:

a. Ensures that files are in compliance with HIPAA laws.

b. Gathers required documents and prepares copies of claims for filing.

c. Ensures that copies of client correspondence received directly from the client or
Department of Veterans Affairs are included in the files.

d. Monitors suspenses for timely submission of casework to the Department of
Veterans Affairs.

e. Submits completed claims folder to appropriate service agency for action —
Department of VA, Texas Veterans Commissions, Disabled American Veterans
(DAV), etc., and ensures that the client receives a copy of the submitted
correspondence.

25%

4. Function: Maintains/reconciles time & attendance reporting.

Time

E or NE

Tasks performed to accomplish this function:

a. Enters time into the time and attendance system for office staff.

b. Monitors vacation and sick leave accruals; informs office director of accrual
max balances.

c. Processes leave request forms: verifies leave balances before submitting to
supervisor for approval.

5%

5. Function: Maintains office files, orders supplies, forms, and informational literature.

Time

E or NE

Tasks performed to accomplish this function:

a. Sets up files in accordance with retention policy and HIPAA laws.

b. Ensures that file folders are properly checked out from file cabinet and
returned after use.

5%




c. Ensures that forms are current and adequately stocked, replenishes when

needed.

d. Ensures that adequate office supplies are on hand; requisitions when needed,;
monitors office budget to ensure funds are available.

D. Visual-Mental Demands

I

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.
2. | Work requires a moderate amount of mental and visual O @) L
concentration in the performance of various operations.
O | 3. | Work requires regular mental and visual concentration most of @) 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. (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

Work requires normal sitting and standing and generally the
occasional lifting of 25 pounds or less.

O

O

2

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

L

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

O O O =

Work requires regular strenuous effort and regular lifting of
over 76 pounds.

@)
O
®)

O
O
o

O O O =

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.)

I Fax, copier, scanner.

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)

| VIMS Software — Veterans Information Management System for Case Management

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) 0 @)




(heat, cold, extreme weather changes)
O | 2. | Respiratory hazards (@] O O O
(fumes, gases, chemicals, dust and dirt)
O | 3. | Noise and vibration ®) O
(sufficient to cause hearing loss)
O | 4. | Physical hazards 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 O O
O | 2. | Mechanical hazards @] (0] O (@)
O | 3. | Chemical hazards O O O O
O | 4. | Electrical hazards O 0] @] (0]
O | 5. | Fire hazards O O O (0]
W | 6. | Communicable diseases @) = O O
B | 7. | Physical danger or abuse (specify): May @) L1 O @]
encounter aggressive clients or those with mental
illness
B | 8. | Other (specify): Will work in a jail environment. ®) | O 0]
5. Primary Work Location: Check the type of location where most of the position’s duties are performed.
[ ] . | Office Environment O | 4. | Clinic O | 6. | Residential Facility (not secure)
O | 2. | Shop or Warehouse B | 5. | Secured Facility O | 7. | Vehicle
B | 3. | Other (Specify): Jail
environment

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

[ N/A.

Il

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 | 1. | Less than high school education

. B 2. High school diplgnﬁ or equivalent

i-O | 3 & One year college - o J

Ke) \ 4. \ Two-year Associate’s degree in: [
O | 5. | Four-vear Bachelor's degree in: Behavioral Science or a job-related field of study. )

| O | 6

L Graduate or professional work or advanced degree in: - ‘

2 Experience:

Record the minimum experience required for this position (not necessarily the incumbent’s

experience).

1

: } No previous experience required

1 9
L =

Six months to one year experience in/as:

[ 3.

| Minimum of one year experience in/as:
1 —




l [ ] 4. | Minimum of two years experience in/as:
- O | 5. | Minimum of three years experience in/as:
" ©] ! 6. | Minimum of four years experience in/as: ]
| O ’ 7 ' Minimum of five years experience in/as: o
| O | ‘ Minimum of six years experience in/as: ;
| O | 9. !Minimum of seven years experience in/as:
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.

' 1. Initial training and certification, per Texas Government Code, Section 434.03 1

' 5. Valid Drivers License Required? ®Yes ONo If Yes, what type? Class C

G. Planning and Management Responsibilities

I. 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.

il O | 1. | Work tasks are usually identical, with simple rules and detailed instructions. ]
| O J 2. | Work tasks are routine, but not identical. !
. W | 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 J
1 ’ thinking. “l
| O | 5. \ Work tasks are of a non-recurring nature, where procedures are not clearly defined. Tasks require in-
L 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 HENo

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

| N/A.

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.

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.




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 HENo

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).

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.

L

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, 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 O 0 O
others.
Work requires handling inquiries and reasonable complaints ®) O @)
involving an explanation of standard policies, procedures and non-
controversial matters.
Work requires handling critical inquiries and complaints not of a O @) |
standard nature; requires tact and diplomacy in presentation to
obtain cooperation or approval.
Work requires contacts wherein poor handling may result in poor @) @) O
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
my current classification might be promoted.

2.

My Current Classification

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

L

By

-

J. Signature/Approval

To the best of my ability, I 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:

Date

Department Head/Elected Official Signature
Comments:




PROGRAM IMPROVEMENT REQUEST
COMPUTER HARDWARE AND SOFTWARE

Department Veteran Services Budget No. 2060
Adobe Acrobat Professional License ,
Title of PIR Request Type Software
(assigned by .
PIR # Data Services) Possible Funding Source

Description of Need and Justification

One (1) license for Adobe Acrobat X1 Professional (available for purchase under State of Texas DIR
Contract #: DIR-SDD-2504). Price: $262.80

We require the ability to create, editmodify, and view fillable Portable Document Format (PDF) forms and
other documents to assist Veterans in filing claims with federal, state, and local government and other
agencies.

Expected Benefits

This will increase the efficiencies of the Veteran Services Office by allowing the production and
distribution of custom forms and other informational documents.

Vision | — Dallas County is a model interagency partner.
Indicators: Provide mission-critical programs and services to the public;
Increase e-business capacity across County offices and departments.

Department Head Signature Tracy Little Priority 1
Department Contact Person Tracy Little Phone 214-819-1886
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




PROGRAM IMPROVEMENT REQUEST
COMPUTER HARDWARE AND SOFTWARE

Department Veteran Services Budget No. 2060
: Request for Lapto
Title of PIR q PP Request Type _Hardware
(assigned by
PIR # Data Services) Possible Funding Source

Description of Need and Justification

The Veteran Services Office provides assistance to veterans and their families. On many
occasions, the client is unable to come into the office to seek assistance; therefore, the
service officer is required to go out into the field to file a claim or provide other services.
Therefore, we are requesting a laptop computer, for the new Grade FF position, to be
used while performing services in the field.

Expected Benefits
A laptop will enable the Service Officer to provide immediate service to the client,

decreasing processing time. The client will not have to wait until the Service Officer]
returns to the office. The client will also have the opportunity to immediately receive a
copy of their claim paperwork and will not have to wait until it is returned to them via the
mail system (thereby decreasing the possibility of lost paperwork). A laptop will also
enable the Service Officer the opportunity to prepare and present quality presentations to
clients while away from the office.

Department Head Signature Tracy Little Priority 1
Department Contact Person Tracy Little Phone 214-819-1886
Received by Office of Budget and Evaluation Rec’d by Data Services
Scoring
Cost Savings Improved
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Cost Avoidance Multi-Use Systems
Legal Requirements Cost Recapture
Service to the Public Critical System
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PROGRAM IMPROVEMENT REQUEST
COMPUTER HARDWARE AND SOFTWARE

Department Veteran Services Budget No. 2060
Title of PIR Projector and Accessories Request Type Hardware
(assigned by Data

PIR # Services) Possible Flllldillg Source

Description of Need and Justification

Epson Powerlite 1771W — LCD Projector $1,100.00
Epson Duet Ultra Portable Projector Screen (80 in.) $250.00
Wireless Hot Spot AT&T Data Service @ $50.00/month $600.00
HDMI Cable $50.00

Expected Benefits

The office currently participates in numerous community outreach events, visits nursing homes, assisted
living facilities, and other agencies that provide services to Veterans or where Veterans may reside. A
projector will allow presentations to be given by office staff in a more professional manner, when
conducting community outreach, during expos and other events. These items will also be used when
conducting in-house meetings and training.

Vision 1 — Dallas County is a model interagency partner
Indicator: Clearly articulate County’s role and responsibilities to the public.

Department Head Signature Tracy Little Priority 2
Department Contact Person Tracy Little Phone 214-819-1886
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




DALLAS COUNTY

Department: Veteran Services

Department/Activity Description

The mission of the Dallas County Veteran Services Office is to provide assistance to and advocacy for Veterans and survivors
with a comprehensive range of federal benefits under Title 38, U.S. Code; state and local benefits, and all other services to
which they may be entitled. Services may include assistance with filing claims for disability or supplemental income benefits,
appeals, and information on programs, such as healthcare and burial. Outreach is provided to those who are housebound or live
in assisted living/nursing home facilities, the homeless, and to the community at large to educate them and bring awareness of
the many benefits to which one might be entitled. Since rules, regulations, and claims procedures have become more
complicated and stringent each year, the invaluable services and guidance provided from this office have become even more
essential to ensure clients receive the full benefits provided by law and to which they are entitled.

ACCOMPLISHMENTS AND CHALLENGES IN FY2014

Directly responsible for clients receiving amounts in excess of $136,000 in back pay for benefits. Increased community partnerships, resulting
in more widespread community involvement regarding housing, employment. education, and transportation needs of Veterans. Hosted
Director Katherine Archuleta’s (OPM’s first Latina director) visit to Dallas, meeting with groups of Women Veterans to discuss barriers to
employment. Asked to join Best Southwest to help determine ways that educators and local employers can work together to fill the gaps in
these areas to serve the needs of Veterans better. Military drawdowns will continue to create challenges, as troops return to their communities.
Providing responsive and efficient veterans services to a diverse population of Veterans, with unique needs and growing demand, will
continue to be a challenge for this office with insufficient staffine levels.

GOALS, OBJECTIVES, PERFORMANCE MEASURES

| FYul | FY12 | FY13 | Fyu
Goal: Expand outreach of professional services to Veteran Pop./increasing the distribution of monetary benefits
Dallas County Veteran Population 120,597 109.485 106,378 105,565
Disability/Supplemental income benefits paid to $242M $260M $325M Not Posted as of
Veterans and survivors Yoptadang AR
of 12/2014
Goal: Provide operative assistance to Veterans and Survivors applying for and receiving benefits and services
# of inquiries 10,878 13,215 16,001 16.908
% of requests for federal benefits 62% 60% 65% 3%
% of requests for financial assistance 17% 29% 30% 22%
% of requests for other services 9% 11% 5% 5%
(education, burial, housing etc.)

Goal:

governmental entities, and the community.

Increase networking endeavors, through community outreach services, to Veterans, survivors,

- Presentations/job fairs* 19@2,296 | 8@491 12@4.694 T@1,159
- Community service events 19 9 9 9
- Home visits/assisted living facilities 29 52 23 19
- Meetings/boards/committees (Director) 142 194 235 192
*Number of events @ number of attendees
STAFFING TRENDS
Authorized Staffing FY08/09 FY10 FY11 FY12 FY13 FY14
No. of FT Employees
- Service Officers 3 2 2 2 2 3
- Admin 1 0 0 1 1
No. of PT Employees
- Service Officers 0 0 0 0 0
- Admin 0 1 (Gr. 8) 1(Gr.8) | 1(Gr.8) 0 1 (Gr. 6)
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