What really is involved with Caseflow?  Just a few ideas to get you started!
Cases filed- hearings required/held:  paperwork flow/notices/orders: travel time: court rules and this is just the tip of the iceberg!
1.  What are the process’s we do upon case filing?

Example:  if this is a DUI Charge is it our practice to print out the notification of subsequent penalties and tuck it inside the file folder when the case is filed.

Can we at that time prep other documents to have the file ready for the first in court process?

2. What is our current process in preparing for court?

Are the documents the judge needs to sign ready and in the file for the case/charge types being addressed? 

Do we have a “standardized” judgment form which contains the order for commitment, fines, and probation which is ready to be distributed at the time of judgment?

3. Does our process allow for people to walk away from the first hearing knowing the next hearing events and dates, with the notices in hand, so that those do not have to be mailed out?

4. When scheduling hearings are you using the “next available” calendaring functions designed in ISTARS to allow immediate selection of preset hearings, and which prevent over booking?

5. Do you “block set” your calendar so that when court is called to order the cases set at that time are similar?

Example:  

Monday:  Magistrate calendar:  (suggested numbers only- you would have to determine realistic numbers that will work with the style and pace of your workload and judges).
8:30-9:30 Arraignments- allow for 20

9:30-11:00 Pretrial/change of plea and sentencing hearings – allow for 20

11:00-12:00 Court Trials- setting this number will depend on the type of trial, and complexity of given issues- traffic maybe 3 

1:00- 1:30- Emergency hearings (DV, Search Warrant, shelter care) no preset number- open to all submitted/required that day.
1:45-3:00- Small Claims- allow for 30 including default hearings.

3:00-4:30 Civil Motions hearings- Allow for up to 10.

4:30- Emergency hearings- time for the judges to review and sign orders etc.  Time for clerks to finish ISTARS data entry and put files away for that day.

This sample day does not show it, but you need to build into your calendar time for pulling and prepping files.  So alternating criminal matters with civil matters (which often means different clerks/same judge) on a day helps the clerk who does criminal and civil matters.  
Very simplistic, but I think you get the idea (!

Then repeat this “day” every week or every other week as needed.

Law and Motion day- do similar.  Set up a calendar i.e.:

9:00 – 10:00 arraignments

10:00-11:30 Sentencing hearings

11:30-12:00 Criminal Motions

1:00 – 2:00 Civil Motions

2:00-4:00 Pretrial/settlement conferences

4:00-5:00 allow for any other hearing type required on that day.


Structure your week so that every hearing type fits in there somewhere, and as you work with this you will realize that you may have allowed too much time for Small Claims- maybe you only need those once a month, for half a day… so be ready to adjust until you find a schedule structure that works!  This really will help the other players know when to anticipate trails i.e. criminal court trials Monday and Wednesday- Jury the 4th Friday of each month.  
To do this look at your current calendar.  Determine what types of hearings “eat up” the biggest bites of time.  Analyze where they would best fit in a “perfect week”, how many and how much time you will allot.  Then fill in with blocks of time for hearings which require less time and volume.

Having a “set” travel time for your judge(s) is a must to make this work.  So if you share a judge with another county regularly, consider when their travel day is, then set you “heaviest” court day the day after that, because you will have a “judge free” day to prep for the busy day, while the judge is away taking care of matters elsewhere.

You pretty well know how many “emergency type” of hearings you will need to fit in during a “normal week” so plan time in the schedule to fit in those hearings.  Having set times helps all of those other players know when to have the paperwork to you by- and when to plan to be available for the upcoming shelter care hearing, which would need to be held in one of the blocks set for “emergency hearings” either at 8:30 or at 1:00….

Likewise, block set calendaring for trials, and pre-trial hearings will help “law enforcement” know how to schedule their people (or at least better know what days they will schedule around the court process).  Prosecutors will know which days they really have to have extra prep time for (and they will appreciate the time to prep for those cases while your judges are away, just as you take advantage of that time to prep for the busy day to follow.)
Remember- no matter how carefully you plan, you will still have to slide extra hearings in as the calendar allow AFTER those designated times have filled up, BUT you will be planning for the bulk of cases and managing around the exceptions!  And just because every hearing won’t fit into the correct “block” that does not mean your attempt is a failure!!!!  Flexibility keeps things from breaking!
If you are setting this up for the first time, ask your judge if you don’t want to have a meeting with the public defender and prosecutor… include the family law case coordinator, probation officers etc.  Let them know that you are trying to help your judges manage their case loads in a more efficient manner.  They may have suggestions that you will want to include.

Then SET A GO LIVE DATE- and go for it!!!  You will be surprised at how much easier it makes everyone’s life!  And at how much more efficient things go.  

Remember – it is easier for you to prep for court for hearing types that are similar!

6. Post your daily court calendars where the public can easily see them but not necessarily where they will congest the area outside the courtroom doors, or right by your window.
7. Also provide instructions as to checking in with the clerk, where to sit and wait, what form to ask for if they intend to plead not guilty.  Advise them to let the clerk know if they plan to ask for a public defender, so that they can be given and fill out in advance the affidavit of indigence for the court to review (or other appointed staff) prior to court.

8. If you have restrictions re: courtroom attire- post those near the courtroom door.  Have a plan for if someone has an inappropriate t-shirt on- hand them a thrift store jacket to put on over the t-shirt. 

9. Post notices which will let the public know what the policy is for phones in court.  Does that include all phone use- texting and twitter?  (Does your judge want them texting while he is advising them of their rights prior to their case being called?)

10. Post directions – giving answers for those 500 questions you have to answer every day.   Think of the ISTARS template documents.  If you had to start from scratch and type out a notice of hearing for every hearing what would that mean in terms of time and energy.  Apply that to “template instructions” for simple process’.  This can be a poster or a hand out.  
· Look for areas and ways to improve your system. 
· Be a part of the team by making suggestions to all that would be impacted by any changes made.

· Provide suggestions (in writing are sometimes better) sent in an e-mail.  So that the participants have a chance to consider and ponder before responding.  

· Allow for and consider other people’s good ideas!
· At the end of the day remember that the court must decide what is best for the court, just as the other offices decide their own practices.
