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Office Public Services Operations Support Records

Mission
To provide administrative support to the 19" Judicial Circuit; to preserve, maintain and protect the public
records; and to offer public services with equal access to all in accordance with the Code of Virginia.

Focus

The Circuit Court has jurisdiction in Criminal and Civil cases and provides appellate authority in which an
appeal may be taken from a lower tribunal. Criminal cases involve a possible sentence to the State
Penitentiary and misdemeanor appeals. Civil jurisdiction provides for adoptions, divorces, and controversies
where the claim exceeds $15,000. Public services include issuance of marriage licenses, processing notary
commissions, probating wills, recording business certification of trade names, financing statements and
docketing judgments. The Circuit Court collects recordation taxes and filing fees as well as fines, costs and
restitution in criminal cases. Public access of court records is available on site or through the Court’s Public
Access Network, a secure remote access system known as (CPAN).

High Performance Through Process Improvement

Circuit Court staff has been challenged to maintain a high level of performance in spite of the current business
climate where resources are limited, customer demands are high and state mandates remain unchanged. In
order to accomplish this goal and to align it with the strategic direction of this organization, continuous
process evaluation occurs in all departments. When certain objectives need to be met or when
circumstances warrant, a team is formed to address the issues in depth.

The agency has evaluated current processes and procedures and identified challenges, backlogs and
bottlenecks. As a result of this analysis, actions have been implemented to address these issues. These
processes will continue to be analyzed and reevaluated in all areas of the Court in order to better serve its
customers. Implementation of these processes is not the end, but rather the beginning of the progressive plan
to anticipate and meet the needs of the court’s users.

High Performance Through Technology

Fairfax Circuit Court has been recognized as a leader in implementing technologies that benefit both internal
and external customers. These technologies enhance the agency’s ability to deliver outstanding customer
service. The agency remains committed to utilizing new technologies to continue as a high performing
organization.

Approximately 43,000 Fairfax County and City of Fairfax citizens receive juror questionnaires each year, to
create a jury pool of approximately 22,000 possible jurors. Those citizens receiving questionnaires have the
option to complete their questionnaire on line. Individuals summoned as jurors can obtain reporting
information by phone or through a special juror web page. Jurors also have 24/7 access to an interactive
phone system to answer general questions and request service deferments. Currently this court remains the
only court in Virginia using this full set of options.

The Land Records Division recorded 185,347 documents in FY 2009 which is 4 percent less than the previous
year. This low recording figure continues to be indicative of the depressed real estate market.
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Electronic recording is an ongoing effort and is currently being tested by several customers with positive
results.  Customers now have the ability to record 37 document types electronically. With further
development and implementation of this system, it is anticipated that the number of documents filed in this
manner will increase dramatically over the next several years.

The Commonwealth of Virginia has passed legislation which requires the Clerk of Circuit Court to redact the
social security numbers (SSN) from all images which are in automated systems that are viewable via secure
remote access. Fairfax Circuit Court has identified nearly 37 million images currently online and viewable
through CPAN, a subscription Internet service. To comply with the redaction legislation, a solicitation was
issued and an award will be made shortly allowing this process to begin in 2010 with completion of the
backfile records by the end of 2010.

High Performance through Diversity

Nearly one in five Americans speaks a language other than English at home. Fairfax County is no exception to
this general rule. Changing demographics within the County has made the population extremely diverse. The
Fairfax Circuit Court provides a very high quality of service to these customers. The Circuit Court hires many
multilingual employees in its Civil and Public Service Divisions who help translate legal forms, answer
procedural questions and provide information to its customers. As positions become available in these areas
of the Court, the agency has recruited, hired, and certified multilingual staff to assist the public. The
customers that come to the Court often require trained interpreters. The interpreter's role is to put the non-
English speaking person on the same footing as a native English speaker. Thus, the role of a court interpreter
or translator is to remove the language barrier so that all those who come before the Court have equal access
to justice. The Fairfax Circuit Court Clerk's Office provides interpreters, when necessary, in all criminal cases.
In limited situations, interpreters are also provided in civil cases.

In 2009, the Court provided interpreters in over 25 different languages for both civil and criminal court
proceedings. The Circuit Court uses Spanish interpreters certified by the Supreme Court of Virginia and
approved interpreters for other languages.

High Performance through Partnerships

The Circuit Court has partnered with volunteer organizations and learning institutions to create a volunteer
program for the public and internships for college students. Volunteers bring varied skills and experience to
assist the Court in performing tasks that benefit its customers and afford citizens an opportunity to contribute
to the welfare of their community as well as develop or improve marketable skills and work experience.

The Circuit Court instituted a formal volunteer program in January 2009 and has had volunteers in the
Criminal, Civil, Accounting, IT, Judicial Support, and Land Records Divisions. As of July 2009, the volunteers
have worked nearly 1,400 hours.

Internships provide students with an opportunity to apply traditional academic classroom learning to an actual
work environment in order to develop personal and professional skills for future career development and
placement and fulfill college requirements. The interns enrich the Circuit Court by bringing new knowledge
and skills to the workplace. The agency has internships in the areas of historical records and criminal justice
administration.  This past year, interns have worked approximately 568 hours in the areas of civil case
processing and historical records.

FY 2011 Budget Reduction Impact Summary

There are several major reductions identified in FY 2011. First, 5 of 15 law clerks, or 33 percent, are being
eliminated. Currently, one clerk is assigned to each judge; however, this reduction will require that the
remaining law clerks will need to serve more than one judge. This will pose significant service quality issues
to those who bring civil matters before the judges of the 19th Judicial Circuit. Law clerks provide legal
research to their assigned judge on upcoming civil cases. If judges are not able to have a law clerk available,
it will require the judges to be out of court more often to conduct research themselves. This will ultimately
take longer for cases to get settled and possibly make the court unable to meet State Case Processing
guidelines of having cases concluded in a set period of time. In addition, law clerks ensure that all
appropriate documentation is filed prior to having a final order signed. They also review attorney prepared
civil orders prior to a judge signing them for accurate legal content.

FY 2011 Advertised Budget Plan (Vol. 1) - 154



Circuit Court and Records

L 4
L 4

In addition, the agency will also be required to hold additional positions vacant in FY 2011. This reduction,
combined with those the agency has already incurred, will result in taking longer to process case files and
assist judges with court cases. Cases are normally processed in 48 hours; however, backlogs in excess of two
weeks are now common. In FY 2010, one probate clerk position is being held vacant in order to absorb
reductions. In order to absorb the additional reductions required in FY 2011, it will be necessary to make
further reductions to the probate staff. Probate is an essential function of the clerk’s office. It also has a
significant impact on the public. People come to the clerk’s office to probate the estate of family member. It
is often a very emotional and difficult time for the family members. Many times the person or persons that
are appointed as executor or administrator of the estate live outside of Virginia. Due to logistics and cost of
travel, they want to probate the estate at the same time they are in town for the funeral. Further cuts will
cause the time for individuals to schedule a probate appointment to increase to more than a week. This will
be a major inconvenience to the public, especially those from out of town.

Also, as of October 1, 2009 the public hours for Civil and Criminal counters were reduced by 1 hour. This
hour was identified as concentrated time to be spent working on the backlogs that have accumulated due to
the loss of limited term staff and positions lost in FY 2010. Serving a subpoena, case scheduling and hearings
cannot be issued or set until the cases have been entered into the case management system. The end result
being that it takes longer for cases to get heard. Public hours may need to be further reduced in order to
address additional backlogs in FY 2011.

It should be noted that as part of the FY 2010 Adopted Budget Plan, the agency’s funding was reduced by
$628,910 and 4/4.0 SYE positions were eliminated resulting in delays and backlogs in various areas of the
Court as well as untimely responses and a reduced level of service to both internal and external customers.

Budget and Staff Resources

Agency Summary
FY 2010 FY 2010 FY 2011
FY 2009 Adopted Revised Advertised
Category Actual Budget Plan Budget Plan Budget Plan

Authorized Positions/Staff Years

Regular 137/ 137 133/ 133 133/133 133/ 133

Exempt 24/ 24 24/ 24 24/ 24 19/ 19

State 15/ 15 15/ 15 15/ 15 15/ 15
Expenditures:

Personnel Services $8,343,816 $8,152,015 $8,152,015 $7,781,329

Operating Expenses 1,872,598 1,999,576 2,315,694 1,998,576

Capital Equipment 17,816 0 0 0
Total Expenditures $10,234,230 $10,151,591 $10,467,709 $9,779,905
Income:

Land Transfer Fees $27,998 $29,232 $29,232 $29,232

Courthouse Maintenance Fees 4,079 6,186 6,186 6,186

Circuit Court Fines and Penalties 142,451 166,279 166,279 166,279

Copy Machine Revenue 73,040 79,946 79,946 79,946

County Clerk Fees 7,357,306 3,411,678 5,270,535 5,270,535

City of Fairfax Contract 102,793 103,845 213,572 213,572

Recovered Costs - Circuit Court 206 200 200 200

CPAN 317,606 326,970 317,606 317,606

State Shared Retirement - Circuit Court 105,262 205,470 205,470 205,470
Total Income $8,130,741 $4,329,806 $6,289,026 $6,289,026
Net Cost to the County $2,103,489 $5,821,785 $4,178,683 $3,490,879
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FY 2011 Funding Adjustments

The following funding adjustments from the FY 2010 Adopted Budget Plan are necessary to support the FY 2011
program:

¢ Employee Compensation $0

It should be noted that no funding is included for pay for performance or market rate adjustments in
FY 2011.

Department of Vehicle Services ($1,000)
A decrease of $1,000 in Operating Expenses is associated with anticipated requirements for vehicle
replacement charges.

Reductions ($370,686)
A decrease of $370,686 and 5/5.0 SYE positions reflects agency reductions utilized to balance the
FY 2011 budget. The following chart provides details on the specific reductions approved, including
funding and associated positions.

Title Impact Posn SYE Reduction
Eliminate Law This reduction will eliminate five of 15 law clerks, or 33 5 5.0 $253,270
Clerks percent. Currently, one clerk is assigned to each judge;

however, this reduction will require that the remaining law
clerks will need to serve more than one judge. This will pose
significant service quality issues to those who bring civil
matters before the judges of the 19th Judicial Circuit.
Elimination of five law clerks will result in judges spending
more time reviewing orders and files, resulting in additional
time to hear and conclude cases.

Manage This reduction, combined with those the agency has already 0 0.0 $117,416
Position incurred, will result in keeping additional positions vacant.
Vacancies to This will result in delays in processing case files and reduce
Achieve administrative support for judges. Cases are normally
Savings processed in 48 hours; however, backlogs in excess of two

weeks are now common. In addition, the public hours for
Civil and Criminal counters were reduced by 1 hour and may

need to be further reduced.

Changes to FY 2010 Adopted Budget Plan

The following funding adjustments reflect all approved changes in the FY 2010 Revised Budget Plan since
passage of the FY 2010 Adopted Budget Plan. Included are all adjustments made as part of the FY 2009
Carryover Review, and all other approved changes through December 31, 2009:

¢ Carryover Adjustments $316,118

As part of the FY 2009 Carryover Review, the Board of Supervisors approved encumbered funding of
$316,118 in Operating Expenses primarily for contracted consultant services.
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Cost Centers

The Circuit Court and Records has five cost centers including Land Records and Public Services, Courtroom

Operations, the Clerk’s Office, Civil Records, and Judicial Support.

FY 2011 Cost Center Summary

Land Records
and Public
Services
$2,537,442

Clerk's Office
$2,650,079

Operations
$1,970,263
Civil Records
$1,627,319

Judicial Support
$994,802
Courtroom

Land Records and Public Services & @

Funding Summary

FY 2010 FY 2010 FY 2011
FY 2009 Adopted Revised Advertised
Category Actual Budget Plan Budget Plan Budget Plan
Authorized Positions/Staff Years
Regular 38/ 38 38/ 38 38/ 38 38/ 38
Total Expenditures $2,438,676 $2,570,128 $2,639,878 $2,537,442

Position Summary

1 Management Analyst Il 4 Administrative Assistants IV 1 Assistant Archivist
1 Administrative Associate 15  Administrative Assistants IlI 2
7 Administrative Assistants V 7 Administrative Assistants Il

Legal Records/Services Managers

TOTAL POSITIONS
38 Positions /38.0 Staff Years

Key Performance Measures

Goal

To record, preserve, safeguard and provide convenient access to all recorded documents and instruments
pertaining to land and property brought before the Court; and to coordinate the retention, archiving and

disposition of those documents in accordance with the Code of Virginia.
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Objectives

¢ To maintain an average turnaround time of 13 days in returning recorded documents.

¢ To maintain the current base of Court Public Access Network (CPAN) users who access court information
remotely, as measured by Court Public Access Network (CPAN) connections.

¢ To maintain an average fiduciary appointment waiting time of 1 week in order to serve the probate needs
of Fairfax County residents in a timely manner.

Prior Year Actuals Current Future
Estimate Estimate
FY 2007 FY 2008 FY 2009
Indicator Actual Actual Estimate/Actual FY 2010 FY 2011
Output:
173,278 /
Land Documents Recorded 275,973 192,532 185,347 185,347 185,347
CPAN users served to date 2,194 2,104 2,104 / 1,081 1,081 1,081
Fiduciary appointments
scheduled per day 22 21 21/ 21 21 21
Efficiency:
Cost per recorded document $4.59 $6.72 $7.50 / $5.48 $5.48 $5.48
Revenue per paid CPAN
connection $325 $221 $600 / $600 $600 $600
$100.10 /
Cost per appointment $67.69 $96.29 $91.61 $99.35 $99.35
Service Quality:
Turnaround time in returning
recorded document (days) (1) 9 5 5/13 13 13
Percentage point change of
additional CPAN information
available from off-site location 5 4 4/4 4 4
Average probate appointment
book waiting time (in weeks) 1.0 1.0 1.0/1.0 1.0 1.0
Outcome:
Percent change in time to return
documents (1 ) (310/0) (440/0) 0% / 160% 0% 0%
Percent change of CPAN
connections 10.0% (4.0%) 0.0% / (51.0%) 0.0% 0.0%
Percent change in waiting time (50.0%) 0.0% 0.0% / 0.0% 0.0% 0.0%

(1) Starting in FY 2009, the turnaround time in recording document days increased due to reduced limited term staff and reassignment of
some permanent staff to other areas of the court.

Performance Measurement Results

During FY 2009 the land records division saw a minimal decrease in recordings from the FY 2008 level, due
primarily to lower activity in the real estate market. As a result, the staffing for this section was reduced, due
partly to budget reductions and partly to redeploying resources to other areas of the court requiring
assistance. Therefore, the efficiency factor “cost to record a document” was reduced but the service quality
decreased as shown by the increased number of days to return a document.

The number of paying CPAN subscribers decreased by 48 percent from the prior year. Effective July 1, 2008

the cost per paying customer increased from $25.00 per month to the statutory maximum of $50.00 per user.
With this increase and many users continuing to suffer from the economy, the subscribers decreased
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dramatically. When home sales begin to rebound, it is anticipated that the users will once again subscribe to

CPAN.

In FY 2009 the number of probate appointments remained constant from the prior year. A position from this
section is being held vacant as a result of budget reductions. Therefore, the efficiency factor of identifying the

cost per appointment was reduced by approximately $5.00 per appointment.

Courtroom Operations ® €3

Funding Summary
FY 2010 FY 2010 FY 2011
FY 2009 Adopted Revised Advertised
Category Actual Budget Plan Budget Plan Budget Plan
Authorized Positions/Staff Years
Regular 38/ 38 37/ 37 37/ 37 37/ 37
Total Expenditures $1,954,217 $2,002,032 $2,002,032 $1,970,263
Position Summary
1 Management Analyst Il 17 Administrative Assistants V 15  Administrative Assistants Ill
1 Administrative Associate 1 Administrative Assistant IV 2 Legal Records/Services Managers
TOTAL POSITIONS
37 Positions / 37.0 Staff Years
1/1.0 SYE Grant Position in Fund 102, Federal/State Grant Fund

Key Performance Measures

Goal

To provide full administrative and clerical support in order to accomplish the appropriate and prompt

resolution of all cases and jury functions referred to the 19" Judicial Circuit.

Objectives

¢ To efficiently process County residents serving as jurors by maintaining the daily rate of utilization at no
less than 100 percent, in order to minimize the impact on the personal and professional lives of the

residents of Fairfax County who are called upon to perform their civic duty.

Prior Year Actuals Current Future
Estimate Estimate
FY 2007 FY 2008 FY 2009

Indicator Actual Actual Estimate/Actual FY 2010 FY 2011
Output:
Average number of residents
called each day for jury selection 75.7 72.7 74.0/74.0 76.0 76.0
Efficiency:
Cost per juror called for jury
selection $57.18 $57.18 $57.68 / $48.91 $45.58 $45.58
Service Quality:
Percent jury utilization 107% 104% 100% / 98% 100% 100%
Outcome:
Percentage point change in juror
utilization rate 0 (3) (4)/ (6) 2 0
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The number of jurors brought into Circuit Court to serve on cases is a result of the number of cases on the
docket as of 4:00 p.m. the day prior to the date of service. A formula is used to ensure that sufficient jurors
are available for voir dire (impaneling of jury) on each case. The formula is adjusted with any high profile case

to ensure an adequate number of residents are available to sit as jurors.

Measures are taken to limit the

number of residents called in for jury duty. However, if a case settles after 4:00 p.m. and prior to 9:00 a.m.
those who are called in for that day become available to the jury pool should other potential jurors be
excused for cause. In FY 2009 more cases settled at the last minute (after the jurors were already called in),

causing the overall daily rate of juror utilization to decrease.

Clerk’s Office = @

Funding Summary

FY 2010 FY 2010 FY 2011
FY 2009 Adopted Revised Advertised
Category Actual Budget Plan Budget Plan Budget Plan
Authorized Positions/Staff Years
Regular 14/ 14 13/ 13 13/ 13 13/ 13
Exempt 9/9 9/9 9/9 9/9
Total Expenditures $2,960,642 $2,661,801 $2,908,169 $2,650,079

Position Summary
Info. Tech Technician |
Business Analyst IV
Financial Specialist Il
Financial Specialist |
Administrative Assistants IV

Management Analyst IV
Management Analyst Il
Programmer Analyst IV
Programmer Analyst Il

Info. Tech. Program Magr. |
Network/Telecom. Analyst IlI
Info. Tech. Technician Il

_
PR NG i S

County Clerk (Elected) E

Deputy County Clerk E

Chief of Administrative Services E
Management Analysts Ill E
Management Analyst Il E
Administrative Assistant IV E
Administrative Assistant 11l E
Administrative Assistant Il E

TOTAL POSITIONS
22 Positions / 22.0 Staff Years
E Denotes Exempt Positions

Key Performance Measures

Goal

To provide effective management of the various components and employees of the Clerk’s Office in order to
produce efficient and effective service to the legal community and the general public.

Objectives

¢ To provide professional technical support to Circuit Court internal and external customers by reducing

the number of "Help Desk" requests by 10 percent.

Prior Year Actuals Current Future
Estimate Estimate
FY 2007 FY 2008 FY 2009

Indicator Actual Actual Estimate/Actual FY 2010 FY 2011
Output:
Number of "Help Desk" requests
received (phone & email) NA NA 13,997 / 13,396 12,598 11,339
Efficiency:
Cost per request received
(phone + email) NA NA $10.45/$10.45 $8.00 $9.26
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Prior Year Actuals Current Future
Estimate Estimate
FY 2007 FY 2008 FY 2009

Indicator Actual Actual Estimate/Actual FY 2010 FY 2011
Service Quality:
Average time (minutes)
addressing request NA NA 5.5/10.0 10.0 10.0
Outcome:
Percentage change in number of
requests (phone & email)
received NA NA NA / NA (6%) (10%)

Performance Measurement Results

FY 2009 reflects the first year history of measurement for the in house ‘Help Desk’ requests. A help desk
service management system was utilized in order to track the requests and extract the exact amount of time
spent successfully completing them. Due to budgetary reductions, the position that was responsible for the
majority of the data entry was eliminated. Information is entered into the by staff as workload permits. The
initial estimate of 5.5 minutes appeared to be an accurate amount of time for the support staff to close out a
request. In light of the reductions, however, it is estimated the average time for addressing requests will be 10
minutes.

Judicial Support fi¥f & @

Funding Summary

FY 2010 FY 2010 FY 2011
FY 2009 Adopted Revised Advertised
Category Actual Budget Plan Budget Plan Budget Plan
Authorized Positions/Staff Years

Regular 4/ 4 2/ 2 2/ 2 2/ 2
Exempt 15/ 15 15/ 15 15/ 15 10/ 10
State 15/ 15 15/ 15 15/ 15 15/ 15
Total Expenditures $1,050,153 $1,257,402 $1,257,402 $994,802

Position Summary

Administrative Assistant V
Administrative Assistant IV

1 Chief Judge S 1
14 Judges S 1
10  Judicial Law Clerks E (-5)

TOTAL POSITIONS
27 Positions (-5) / 27.0 Staff Years (-5.0)

E Denotes Exempt Position
S Denotes State Positions
(- ) Denotes Abolished Positions due to Budget Reductions

Goal
To provide full administrative support and clerical services to the Judges of the 19" Circuit in order to ensure
appropriate and prompt resolution of cases.

Performance Measurement Results

This cost center is designed strictly for the support of the judges of the Circuit Court, who are state
employees. The 15 law clerks are personally selected and hired by the judges. They are exempt employees,
who serve a one year term (with an occasional one or two serving a two year term) and they provide
assistance to the judges. As a result, performance measures are not calculated for this cost center.
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Funding Summary

FY 2010 FY 2010 FY 2011
FY 2009 Adopted Revised Advertised
Category Actual Budget Plan Budget Plan Budget Plan
Authorized Positions/Staff Years
Regular 43/ 43 43/ 43 43/ 43 43/ 43
Total Expenditures $1,830,542 $1,660,228 $1,660,228 $1,627,319

1 Management Analyst Il
2 Legal Records/Svcs. Mgrs.
2 Administrative Assistants V

Position Summary
5  Administrative Assistants IV

25  Administrative Assistants llI
8  Administrative Assistants Il

TOTAL POSITIONS
43 Positions / 43.0 Staff Years

Key Performance Measures

Goal

To ensure efficient civil case intake, processing, records management and timely scheduling of cases brought
before the Judges of the 19" Judicial Circuit.

Objectives

¢ To achieve a final disposition rate of 85 percent for Law cases finalized within 12 months / 1 year of the
initial filing date. The state average is 75 percent and the voluntary case processing guidelines adopted by
the Judicial Council recommends 90 percent disposition of cases filed within one year of initial filing.

¢ To achieve a final disposition rate of 97 percent for Domestic cases finalized within 15 months of the
initial filing date. The state average is 90 percent and the voluntary case processing guidelines adopted by
the Judicial Council recommends 98 percent disposition of cases filed within 18 months of initial filing.

Prior Year Actuals Current Future
Estimate Estimate
FY 2007 FY 2008 FY 2009

Indicator Actual Actual Estimate/Actual FY 2010 FY 2011
Output:
Law cases concluded through
the Differentiated Case Tracking
Program (DCTP) 2,536 2,640 2,700 / 3,363 3,363 3,363
Domestic cases concluded
through the DCTP 4,775 4,582 4,775/ 4,427 4,775 4,775
Efficiency:
Cost per Law case concluded in $143.92/
DCTP $133.89 $138.91 $117.39 $117.39 $117.39
Cost per Domestic case
concluded in DCTP $63.42 $71.29 $73.80/ $74.76 $74.76 $74.76

FY 2011 Advertised Budget Plan (Vol. 1) - 162



Circuit Court and Records

L 4

L 4

FY 2007

Indicator Actual

Prior Year Actuals

FY 2008
Actual

FY 2009
Estimate/Actual

Current
Estimate

FY 2010

Future
Estimate

FY 2011

Service Quality:

Percent of DCTP Law cases

concluded within one year 80%

Percent of DCTP Domestic cases
concluded within 15 months of
initial filing 96%
Outcome:

Percentage point change of

DCTP Law caseload concluded

within one year (1)
Percentage point change of

DCTP Domestic caseload

concluded within 15 months of

initial filing 0

84% 84% / 86%

97% 97% / 97%

85%

97%

85%

97%

Performance Measurement Results

DCTP Law Cases

The number of law cases finalized within 12 months of the initial filing date increased in FY 2009 primarily
due to the increased number of civil case types now being monitored by the program. In addition, with the

state of the economy in a somewhat depressed climate, more people turn to litigation to settle their disputes.

DCTP Domestic Cases

The percentage of Domestic cases (divorce) actually finalized within 15 months of the initial filing date,
remained constant from that of FY 2008. However, the number of domestic cases filed decreased slightly in

FY 2009.
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