JURY MANAGER’S
TOOLBOX

User’s Manual

Rev. March 2018




Contents

What is the Jury Manager’s TOOIDOX? ......ccueiriiiiiiiiiiiieiise ettt st s s 1
What’s New i JIMT 20187 ...ttt st sbe e sttt et esheesaeeeaeeeaneeneenbeenee 2
REgIStratioN 0N The JIMT ..ottt ettt e et e et et e s aeesaesteeseesaeseesaesseensensesaeensassensnans 2
JMT PEIVACY POLICY .. .eiuiiitieeieie ettt ettt et ettt e et e e ae et e eseenbesaeensesaeeseensasaeesnensesanenns 5
LOGON FrOM HOMEPAGE .....cveteteteteteit ettt ettt sttt sttt ea e bt b e st s et et e ebeeseenenbesnenen 6
JIMT NAVIGATION BT ...ttt b ettt b et b et et e e e e e eneebessenneneen 7
JIMIT DASNDOAIT. ...ttt b e bbbttt s e ae e bt e bt e b e st e s e e e e ene e bt nseesennenaen 9
Jury Yield for One-Step and TWO-STEP COUIS.......ocueiiiirieeeirecreeie ettt ettt steereesesreeraesaeeaeenesreennas 10
COSE OF JUNY OPEIALIONS .....c.veveeiieiecteeieete ettt ettt et e st e et e beeteesbesbe e e e ssesseensesseesaenseeseessesseensensesseensessesnnans 14
JUPOE UBHTZALION <.ttt n s 16
Running Jury Yield and Juror Utilization REPOITS.........ccceiiiririniniesesieieteeesesese et 17

SUPPIEMENTAI JIMT TOOIS ... vttt st e s teese e teeseeseenseeneetesneensessenneans 21



What is the Jury Manager’s Toolbox?

The Jury Manager’s Toolbox (JMT) is an online diagnostic software application developed to help court
administrators and jury managers identify areas of comparative strength and weakness in jury operations,
suggest targeted strategies to improve performance, and estimate the fiscal impact of those
improvements. The JMT was initially developed by the NCSC Center for Jury Studies in cooperation with
the state judicial systems of Arizona, Indiana, Maryland, Missouri, Ohio, Oregon, and Pennsylvania and
with a grant from the State Justice Institute.

The JMT focuses primarily on jury yield and juror utilization, both of which are key performance measures
in jury operations. The calculations for these performance measures are based on the NCSC CourTools

Measure 8 (Effective Use of Jurors) and uses findings from the NCSC State-of-the-States Survey of Jury

Improvement Efforts for baseline comparison statistics. After calculating and evaluating jury yield and

juror utilization, the JMT directs users to supplemental tools to address identified areas of weakness
related to the following areas:

e Master jury list creation and maintenance;

e Summons enforcement efforts for jurors who fail to respond to a jury summons or qualification
guestionnaire or fail to appear for jury service;

e Excusal policies;

e Fair cross section evaluation;

o Use of online and IVR communication technologies; and

e Conversion from 2-step to 1-step jury operations (available only to courts with 2-step jury operations).

Recommended strategies for improving jury operations in these areas are based on best practices from
the NCSC Center for Jury Studies and are permissible in most jurisdictions. However, court administrators
and jury managers should consult their own state and local statutes and administrative rules to ensure
compliance with local legal requirements. Use of the JMT is free to state and local court personnel and is
available at http://www.jurytoolbox.org.
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What's New in JMT 2018?
In 2018, the NCSC Center for Jury Studies launched a major upgrade to the JMT. The changes are designed

to make the JMT more user-friendly and include the following:

Guest Access. Users who have not registered on the JMT with a User ID and password can access
the JMT as a “guest.” Guests who identify their state and county can obtain comparative statistics
for courts located in the same state or that have comparable jury operation systems. If they do
not identify the state and county, the JMT will provide comparative statistics based on national
averages. Guests cannot save data without registering and logging in as a registered JMT user.
Separate Jury Yield and Juror Utilization Analyses. JMT 2018 permits users to enter data and
generate reports for jury yield and juror utilization separately, and no longer requires users to
enter annual budgetary information to generate basic juror utilization reports. Annual budgetary
information is required to be able to generate cost estimates associated with jury yield and juror
utilization.

JMT User Dashboard. Registered users can view the status and access previously saved data on
the JMT User Dashboard.

Save Data. Registered users can save all previous jury yield and juror utilization data, edit saved
data, and generate reports on previously saved data. In the original JMT, previous data was
replaced by new data whenever users updated their jury information.

Registration on the JMT

For optimal use of the JIMT, the NCSC recommends that users register as authorized JMT users. Authorized
users are able to obtain comparative statistics about key performance measures for jury management

based on the state and county for their court as well as courts of similar size and operational

characteristics. Authorized users can also save data about jury yield and juror utilization in the JMT

database, and access saved data to edit or to generate new reports.

To register as a new user, go to the JMT homepage at http://www.jurytoolbox.org. The JMT can also be

accessed from the JMT tab on the NCSC Center for Jury Studies website at http://www.ncsc-

jurystudies.org/JMT/. In the login

-

~N area, click on the link that says “No
ai‘zrfg LTI i Mot account yet? Create an account, or
continue as a guest.” The link

directs users to a screen on which

Password: .
they can choose to “Continue as a
Guest” or “Register as a JIMT User”.
Login The second option will direct users
to the Registration page.
No account yet? Create an account, or continue as a guest.
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On the Registration Page, the user will be directed to enter information about the court and its jury
operations, as well as contact information for the user. Click on the question mark icon for
information about allowable entries, field definitions, or other questions about data entry fields in the
JMT. Each of these items is discussed below.

Court Information

Court Name: Enter the formal name of the court in the text field (e.g., Superior Court of Jones County,
Second District Court, Circuit Court of Westchester County, etc.).

State: Use the pulldown menu to select the state in which the court is located. The JMT is currently
configured for all 50 states in the United States, the District of Columbia, and Puerto Rico.

County: Use the pulldown menu to select the county served by the court. The pulldown menu is
populated with the counties for each state after the state has been selected.

Jury Operations Type: Indicate whether the court’s jury system is a 1-Step or 2-Step system.

In a 2-step jury operation, the court sends qualification questionnaires to prospective jurors to
determine their eligibility to serve as grand or petit jurors in that jurisdiction. Jury summonses are
sent only to those individuals who are determined to be statutorily qualified for jury service.

In a 1-step jury operation, the qualification and summonsing process is combined into a single
step. The court sends prospective jurors a summons indicating a specific date or time period that
the person is required to serve. The summons includes a qualification questionnaire that jurors
complete and return before the service date or bring to court with them on the reporting date. If
the personisineligible to serve as a grand or petit juror, the court informs the person not to report
for service.

User ID and Password

Next, the user should select a User ID and password to logon to the JMT. The User ID can be up to 20
characters long, any combination of letters and numbers, and does not need to be case sensitive. The
password must be between 8 and 15 characters long, can be any combination of letters and numbers, and
does not need to be case sensitive. Do not use spaces, punctuation marks, or symbols in the User ID or
password.

NOTE: For security purposes, the JMT registration page will automatically strip the following type
characters: apostrophes (), ampersands (&), backslashes (/), forward slashes (\), and underscores (_). Do
not attempt to use these characters in text fields, especially in the user id or password fields.
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New User Registration Screen

JURY MANAGER'S TOOLBOX HOME  ADDITIONAL TOOLS

Register for JMT

i Use of thie Jury Managers' Tooba is inlended for state and local trial court adminisirators.
Thi NG5G has T righl 1 biook wsa by non-authonzed users.

To ragisinr 25 & user on ihe Jury Managers” Toodbo, each cowr must identPy an authonzed cmert laison who can sensa 25 e primary point of conlact bateeaen the NCSC
and the courk. The Court Liaison should have suflciant auihordty bo provice wiitlon permission b the NCSC o disciesa informalion savad on he Jury Managors” Toodbos.

I thar ervent hat ancthar user abemps o regisier ihis court on the Jury Managers” Toolbo, the HCSC will nolily the Cout Liaison and request that the Court Liaison
detanming whether e Court ID and password should be shared with that person. Cick here tor recommended policies and praclices concaming individual user access 1o
T Jury Blanagers’ Toodbo.

Court Information :

" Court Hame :

" habe v
" county - Sesdect v

* JMIT bs designed for genaral jurisdiclion couwrts serving & singhs county or counby equivalon.

® Jury Oparation :

70 Ona Bhap T O Two Esp
" wserim: 7
" Paccword - T

" Confirm Paccword :

Court Liaison Information
" Farst Mame -
" Lact ams -

- H

Emall :

Court :

" Malling Addrecs ©

Phoms :

* ANl court and wsar information that s aniened in tha Ay Managers' Toolbox is confoantial and will be shoned in a secunsd datahase on the NCSC sar. Individual oourts
Can ratrigwa their own information, but cannol acoess imomation enlered by other courts. The Jury Managers' Toolbox does provide siale oourt adminisirators with aoress D
agarogala reports ahoik jury oparabions for tha trial cousrs in thair respoctive stahas 25 wol as individual trial court reports that have baen savod on tha syskem. Tha NCSC
will nol relasa individual court infomation from the Jury Managers” Toalbax without wiithan consent from tha user, bul reserves the right 1o analyze information antaned into
T dialabasa for inbemal research pUIPOsES.

"1 anoapt”
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User Information

The JMT requires a name and contact information for each authorized user. All court and user information
entered into the Toolbox database is confidential and is stored on a secure Internet server at the National
Center for State Courts. Users can retrieve their own court’s information, but unless they are a state court
administrator or staff at the National Center for State courts, they cannot access information entered by
other users.

There are no restrictions on the number of authorized user’s that a court may register. However, we
recommend that only one or two people register as authorized users per court. This reduces the possibility
of confusion that may result if users enter different information into the Toolbox database and generate
different results for the same court.

First and Last Name: Enter the user’s complete first and last name.
Title: Enter the user’s title or position at the court.

Email Address: Enter the user’s email address.

Court: Enter the court name.

Street or Mailing Address: Enter the street or mailing address for the court. An optional second line
is available if needed to provide a complete mailing address for the user.

City, State, Zip Code: Enter the city, state and zip code address for the court.

oo

Telephone: Enter the user’s work telephone number. Do not include hyphens (“-“) in the telephone
number.

JMT Privacy Policy

All court and user information that is entered in the Jury Managers' Toolbox is confidential and will be
stored in a secured database on the NCSC server. Individual courts can retrieve their own information, but
cannot access information entered by other courts. The Jury Managers' Toolbox does provide state court
administrators with access to data on jury operations for the trial courts in their respective states. The
NCSC will not release individual court information from the Jury Managers' Toolbox without written
consent from the user, but reserves the right to analyze information entered into the database for internal
research purposes.

To register, users must check the “l agree” box beneath the JMT Privacy Policy to indicate their
understanding and acceptance of this policy.

© National Center for State Courts, 2018



Logon from Homepage

After registering on the JMT, users can logon from the homepage by entering the User ID and password,
then clicking on the login button. If the user forgets his/her password, click on the “Forgot Password” link
at the bottom, left-hand corner of the homepage to request a password reset.

The Jury Managers' Toolbox is designed for use by court administrators, clerks of court, jury managers and other
administrative staff of state and local courts in the United States.
Are you returning to the Toolbox? rlaptartae tarda s
User ID: A A A
Center for Jury Studies
Password:
Nattonal Cenier for Statc Courts
State
SJ Justice
\ No account yet? Create an account, or continue as a guest. ) Institute

Forgot Password Contact Us User Manual

National Center for State Courts, 2018



JMT Navigation Bar

After logging onto the JMT, users will see a navigation bar located across the top of all JIMT webpages.
Clicking on the “Home” button will direct the user back to the Dashboard from any page within the JMT.
Clicking on the “Logout” button will log the user out of the JMT and return him/her to the JIMT homepage.

JURY MANAGER’S TOOLBOX HOME  ADDITIONALTOOLS |  HELP |  CONTACTUS  LOGOUT

The “Additional Tools” button will direct the user to a landing page with hyperlinks to supplemental
analytical tools navigation to help users address specific issues and problems related to jury operations.
Currently there are six supplement tools focused on the effectiveness of the master jury list, addressing
nonresponse and failure-to-appear rates, addressing excusal rates, assessing the risk of fair cross section
challenges, estimating the impact of Online or IVR systems, and converting a 2-Step jury operation to a 1-
step jury operation.

JURY MANAGER’S TOOLBOX

HOME ADDITIONAL TOOLS | HELP | CONTACTUS MY AQ

The Jury Managers' Toolbox includes additional analytical tools to help
courts address specific issues and problems related to jury operations.

Master Jury List Evaluation Tool
This tool evaluates the inclusiveness and geographic representation of the master jury list.
Run Master Jury Lizt Evaluation Tool

MNon-Respongel/Failure-to-Appear Tool

This tool evaluates the existing approach to prospective jurors who fail to respond to a qualification questionnaire or who fail to appear for jury service, and provides
information about effective follow-up practices

Run Mon-Response/Failure-to-Appear Tool

Excusal Tool
This tool provides information about approaches to reduce excusal rates for hardship and effective excusal policies.
Run Exclusal Tool

Fair Cross Section Tool

This tool provides instructions for documenting the demographic characteristics of the jury pool and assessing how well the jury pool reflects a fair cross section of the
jury-eligible population in the community

Run Fair Cross Section Tool

Online/IVR Technology Tool
This tool provides information about the likely improvement in efficiency that would be achieved through implementafion of online or IVR technologies for juror
qualification. Run Online/IVR Tool

The “Help” button provides a link to the JMT User’s Manual.
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The “Contact Us” button generates an email form to send a message to the JMT administrator. Use this
template to ask a question about the JMT or about jury system management generally. Users can also
suggest improvements, complain about functionality, or even send compliments.

JURY MANAGER’S TOOLBOX HOME  ADDITIONALTOOLS |  HELP |  CON

Contact Us

Contact Form

Email Address:

Subject

Message:

Popup Windows

Clicking on the icon next to a data field on any of the user screens launches a popup window with
information about that data field such as data definitions and cautionary instructions.

National Center for State Courts, 2018



JMT Dashboard

The JMT Dashboard is the first screen that users encounter after logging onto the JMT. The Dashboard
displays previous data entered onto the JMT including date range for the data, the status of data entry
(complete or incomplete), next steps in the JMT process (run reports for complete data, continue data
entry for incomplete data), and options for data management (edit data, delete data). From the

Dashboard, users can also enter new jury yield and juror utilization data by clicking on the “Add new
yield/utilization data” button.

JURY MANAGER’S TOOLBOX HOME  ADDITIONALTOOLS |  HELP |  CQ

Dashboard

Reports will apen in a new browser window while this one remains open

Juror Yield Data

Date Range Status Next Steps Data
2/14/2017 - 3/114/2017 Complete Run report Edit | Delete
21142018 - 51/2018 Incomplete Continue Edit | Delete
10/1/2017 - 1/1/2018 Complete Run report Edit | Delete
1/1/2018 - 2/1/2018 Complete Run report Edit | Delete
Juror Utilization Data
Date Range Status Next Steps Data
11/1/2016 - 12/1/2016 Complete Run report Edit | Delete

Reports will open in a new browser window while this one remains open,

National Center for State Courts, 2018



Jury Yield for One-Step and Two-Step Courts

To calculate jury yield, users will enter detailed information about the number of summonses mailed to
prospective jurors and what ultimately happened to those summonses during a user-specified period of
time. In most courts, for example, some summonses are returned by the U.S. Postal Service as marked
“undeliverable as addressed.” Some people are disqualified from serving because they are not U.S.
citizens, they are no longer residents of the county, they are under-age, or some other statutorily
authorized reason. Other jurors may be exempt from jury service or the court may excuse them due to
financial or medical hardship. The proportion of qualified jurors who are available to serve on the date
they were summonsed is called the “jury yield.”

Note: the data entry fields will differ slightly depending on whether the user identified the court’s jury
operations as a 1-step or 2-step process on the User Registration page. Information about the number
and disposition of jury summonses is identical for both 1-step and 2-step jury operations, but the JIMT
screens for 2-step courts will also include separate fields to document the number and disposition of
qualification questionnaires. Definitions for each of the data fields appear in a popup box after clicking on
the icon next to each field.

The JMT recommends that users first enter information and run a report for a full 12-month period to
establish a baseline for future reference. After the user has analyzed the jury yield for this time period,
the JMT can run quarterly, monthly or even weekly reports.

10
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JURY MANAGE JURY MANAGER’S TOOLB

Jury Yield For Two Step Courts - Jury Yield For One Step Courts -

*indicates a field is required for reporting. If you have no values for a parficular fiekd please enter a zero.

. . - . Calculate the time period
Qualification Yield Information +

c ate the & - Jury reporting duration : —Select One— v
alculate the time peniod
- * =
Jury qualfying duration Sedect One v Begin Date 3
" Esgin Dets = “FiEs a
. — Number of qualification questionnaires/summonses
Erd Datn : .
Mailed : ?
Number of qualification quesbonnaires .
s Returned undeliverable : E
Mallsd ?
. * Mot responded fo : E
Returnsd undeliverabis ?
Number of prospective jurors
Mot recpored to © ? * Disqualified : ?
MNumber of prospective jurors =
Exempted : ?
Décqueltied : 7 .
Excused from service : Ei
" Exsmptsa - 7 .
Deferred to new term : ?
" Exoused from cenvios : 7 -
Deferred from previous term : ?

Summaoning Yield Information

Calculate time pericd m

Jury summoning duration : Sedect One v
" Esginning Date 2
" Ena Date =

Number of qualification questionnaires/summonses

" malied ?
" Returnsd undsliveratis ?
" Matrecponded to - 7

" Décqualtfied - 7
" Exampten - ?
" Exnuga from canvios : 7
" Datarred to new ferm < 7
" Daterren from previous tarm : ?

Time Period: Using the pulldown menu, indicate the period of time for which information about jury
yield is being entered (annually, quarterly, monthly, or weekly).

Beginning Date for Data Entry: Use the calendar icon or manually enter the starting date for data
entry using a mm/dd/yyyy format.

End Date for Data Entry: Depending on the time period selected, the JMT will automatically calculate
the end date for data entry.

11
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NOTE: When entering jury yield data, 2-step court users must enter separate starting and ending dates
for qualification data and summoning data. These time periods do not have to coincide exactly, but
the start and end date for the summoning data should fall within the start and end date for the
qualification data. For example, a court that creates a qualified juror list on an annual basis should
enter data for qualification yield for the entire year, but may enter data for summoning yield for
shorter periods of time (e.g., quarterly, monthly, etc.) within that year.

Step-2 Courts Only

Number of Qualification Questionnaires Mailed: Enter the number of qualification questionnaires
sent to prospective jurors through the U.S. Postal Service or otherwise delivered by public or private
process server within in the time period identified by the user.

Number of Qualification Questionnaires Returned Undeliverable: Enter the number of qualification
guestionnaires returned by the U.S. Postal Service marked “undeliverable at this address” or unable
to locate by public or private process server within the time period identified by the user.

Number of Qualification Questionnaires Not Responded To: Enter the number of qualification
qguestionnaires for which no response was received by the court within the time period identified by
the user.

Number Disqualified: Enter the number of jurors who were deemed statutorily ineligible for jury
service based on their responses to the qualification questionnaire within the time period identified
by the user. Disqualification criteria in most jurisdictions include non-citizenship, non-residency in the
jurisdiction served by the court, under the age of 18, currently subject to legal disability such as felony
conviction or legal incompetency, and unable to speak or understand English.

Number Jurors Exempt: Enter the number of jurors who claimed an exemption from jury service
within the time period identified by the user. An exemption from jury service is a statutory right based
on occupational or other personal status criteria established by the legislature. Typical exemption
criteria include previous jury service; advanced age; occupational status such as public office holders,
judicial officers, licensed attorneys, health care professionals, police or corrections officers; sole
caregivers of dependent children or adults; etc. An exemption differs from an excusal in that the
exemption is a statutory right of the juror to claim whereas the court retains the sole discretion to
excuse a juror from service.

Number Jurors Excused: Enter the number of jurors who requested to be excused from jury service
due to financial or medical hardship within the time period identified by the user. Excusal differs from
an exemption in that the court retains the sole discretion to excuse a juror from service whereas an
exemption provides the juror with a statutory right to decline jury service court if summonsed. Many
2-step courts do not excuse jurors from service at the qualification stage of the jury selection process.

12
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Both 1-Step and 2-Step Courts

Number of Jury Summonses Mailed: Enter the number of jury summonses sent to prospective jurors
through the U.S. Postal Service or otherwise delivered by public or private process server within in the
time period identified by the user.

Number of Jury Summonses Returned Undeliverable: Enter the number of jury summonses returned
by the U.S. Postal Service marked “undeliverable at this address” or unable to locate by public or
private process server within the time period identified by the user.

Number of Jury Summonses Not Responded To or Failed to Appear: Enter the number of
qualification questionnaires for which no response was received by the court or for which the juror
failed to appear for service within the time period identified by the user.

Number Disqualified: Enter the number of jurors who were deemed statutorily ineligible for jury
service based on their responses to qualification questions on the jury summons within the time
period identified by the user. Disqualification criteria in most jurisdictions include non-citizenship,
non-residency in the jurisdiction served by the court, under the age of 18, currently subject to legal
disability such as felony conviction or legal incompetency, and unable to speak or understand English.

Number Exempt: Enter the number of jurors who claimed an exemption from jury service within the
time period identified by the user. An exemption from jury service is a statutory right based on
occupational or other personal status criteria established by the legislature. Typical exemption criteria
include previous jury service; occupational status such as public office holders, judicial officers,
licensed attorneys, health care professionals, police or corrections officers; sole caregivers of
dependent children or adults; etc. An exemption differs from an excusal in that the exemption is a
statutory right of the juror to claim whereas the court retains the sole discretion to excuse a juror
from service.

Number Excused: Enter the number of jurors who requested to be excused from jury service due to
financial or medical hardship within the time period identified by the user. Excusal differs from an
exemption in that the court retains the sole discretion to excuse a juror from service whereas an
exemption provides the juror with a statutory right to decline jury service court if summonsed.

Number Deferred to a New Term: Enter the number of jurors who were summonsed for jury service
during the data entry period but requested and received a postponement or deferral to a service date
occurring after the end of the data entry period.

Number Deferred from a Previous Term: Enter the number of jurors who were summonsed for jury
service before the beginning of the data entry period, but requested and received a postponement or
deferral to a service date occurring during the data entry period.

13
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NOTE: Users should be able to extract most of the information for jury yield and juror utilization directly
from management reports generated by the court’s jury automation system. However, some users may

find it easier to collect the information needed for
JURY MANAGER’S TOOLBOX

both calculations before entering them into the

Toolbox database. The “User Input Form” button
allows the user to download a three-page PDF file
The User Input Form may assist in collecting the required data. ?

that lists the data fields needed to generate jury yield
and juror utilization reports. Jury Yield For One Step Courts -

Cost of Jury Operations

The JMT is designed to calculate both juror utilization rates as well as estimates of the monetary costs
associated with underutilization. The second set of calculations requires the user to enter information
about the annual costs of jury operations based on budgeted or actual costs. It is possible to run the juror
utilization reports without these cost estimates by clicking on the box at the top of the data entry screen
for Jury Operation Costs.

JURY MANAGER’'S TOOLBOX HOME  ADDITIONALTOOLS |  HELP |

Jury Operation Costs - Annual Budget -

Skip operational costs.(If you continue without entering operational costs, the JMT will calculate juror utilization rates, but will not generate cost estimates for
jury operations.)
Check box to continue without entering operations costs.
* Jury staff salaries including
benefits : 0

* Jury automation expenses
including vendor licensing : 0

* Jury facility expenses
including maintenance,
Janitorial, amentities : 0

- Printing expenses : 0
" Postage expenses total : 0
" Personal service : 0
* Juror fees : 0

- Mileage reimbursement : 0

* Other expenses

14
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Some costs may not be itemized on the court’s annual budget for jury operations. For example, in many
states, some jury operation costs are paid by state funds while others are paid by local funds. Similarly,
some cost information may appear in the annual budget information of other areas of court operations.
For example, the cost of the jury automation system may be listed under IT expenses while the cost of
electricity, water and janitorial services may be listed under court facilities. To the extent that the total
costs itemized by the user on this data entry screen omit actual expenses related to jury operations, cost
estimates calculated by the JMT will underrepresent actual costs.

Salaries and Fringe Benefits: Enter the total costs associated with jury staff salaries and benefits
such as employer-paid pension or Social Security contributions, insurance premiums, and paid
vacation, sick leave and holidays. Include the salary, wages, and fringe benefits of court staff
assigned to jury operations on a part-time basis based on the percentage of their time allocated
to jury operations.

Jury Automation Costs: Enter the total costs associated with jury automation including vendor
licensing fees and anticipated assessments of software upgrades, IT contractor charges, telephone or
Internet service provider fees, and other costs.

Facilities: Enter the total costs associated with jury facilities include parking, water, electricity, and
janitorial services. Typically, these costs are not broken out in the jury operations budget as a line
item; however, you can estimate the amount by obtaining the total facilities costs for the courthouse
and determining the proportionate square footage of the courthouse dedicated to jury operations.

Printing Expenses: Enter the total costs associated with printing summonses, qualification
guestionnaires, and juror educational materials.

Postage Expenses Total: Enter the total costs associated with postage expenses for jury operations.

Personal Service: Enter the total costs associated with using the local sheriff or a private process
server to deliver jury summons or any other jury related documents by personal service.

Juror Fees: Enter the total costs associated to pay the jurors. Note: mileage reimbursement costs
should be separated from this total and enter in the line below.

Mileage: Enter the total costs associated with mileage or other reimbursement paid to jurors (e.g.,
child care).

Miscellaneous Expenses: Enter the total costs associated with miscellaneous expenses related to jury
operations including amenities provided to jurors, meals for deliberating jurors, hotel or dining costs
for sequestered jurors, etc.

15
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Juror Utilization

On the data entry screen for juror utilization, the user will document the extent to which jurors who
reported for service were used to select juries during the data entry period. The JMT examines three
aspects of juror utilization: the proportion of jurors who are summoned, but then are told not to report
for service; the proportion of jurors who are sent to a courtroom for jury selection; and the proportion of
jurors sent to a courtroom that was questioned and were either selected or removed during voir dire. To
avoid under-counting jurors, users should aggregate juror utilization information on a daily basis over a
period of time. For example, if a juror reports for service for multiple days (e.g., for a 5-day term of
service), each day that the juror reported should be counted individually.

Number of Jurors Reporting for Service: Enter the number of jurors who reported for service during
the data entry period. If a juror reports for service on multiple days, each day that the juror reported
should be counted individually (e.g, a juror who reported for 3 days during a 1-week term of service
would be counted as “3”).

Number of Jurors Told Not to Report for Service: Enter the number of jurors who were qualified and
available to serve, but were told in advance (e.g., by telephone, by telephone call-in system, by
postcard) by the court not to report.

Number of Jurors Sent to a Courtroom for Voir Dire: Enter the number of jurors assigned to a venire
panel for jury selection. If a juror was assigned to one panel and subsequently released and assigned
to a second venire panel on the same day (e.g., recycled jurors), the user should only count each juror
as sent to a courtroom once per day. Because many courthouses in the U.S. do not have a separate
Jury Assembly Room, jurors report directly to a courtroom. In these situations, the number of jurors
sent to a courtroom for voir dire should be the same as the number of jurors reporting service.

Number of Jurors Utilized in Incomplete Jury Selection: Enter the number of jurors assigned to a jury
panel and sent to a courtroom when a jury was not sworn due to mistrial or trial cancellation during
jury selection.

Number of Jurors Impaneled or Sworn (Jurors or Alternates): Enter the number of jurors sworn as a
trial juror or alternate during jury selection.

Number of Jurors Removed for Cause or Hardship: Enter the number of jurors excused for cause or
for hardship during jury selection. If it is not possible to distinguish jurors removed for cause/hardship
from jurors removed by peremptory challenge, enter the total number of jurors questioned during
voir dire but not selected as a trial juror or alternate in the "jurors removed for cause/hardship" field.

Number of Jurors Removed by Peremptory Challenge: Enter the number of jurors removed by
peremptory challenge during jury selection. If it is not possible to differentiate jurors who were
removed by peremptory challenge from jurors excused for cause or for hardship, enter the total
number of jurors not sworn as trial jurors or alternates in the previous field.
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NOTE: Some courts only record information about the jurors who were ultimately impaneled. If that is
the case, it will be necessary to collect this information manually for at least one month for the JMT to
accurately evaluate juror utilization, especially with respect to panel size. Click on the “Juror Utilization
Monthly Tabulation Worksheet” beneath the navigation window to collect this information manually. The
best way to do so is to ask the courtroom clerk to make a notation on the list of jurors sent for jury
selection concerning what happened to each juror.

Running Jury Yield and Juror Utilization Reports

From the JMT Dashboard, select either the Jury Yield Report button or the Juror Utilization Report button
and click “Run Report” from the Next Steps column. The selected report will appear in a separate window.
These reports can be printed or downloaded to your computer by clicking on one of the options in the
top, right-hand corner of the page. If you choose to download the report, it will be saved as an HTML file.
When you close the report, it will simultaneously close the Internet window, but the window displaying
the JMT Dashboard will still be open.

Jury Yield Report

The Jury Yield Report provides basic information about the jury yield performance measure and
displays the data entered by the user so that the user can easily determine if the calculated results
reveal incongruous or unexpected findings that are due to data entry error. In the “Calculated Results”
section of the report, users will find an itemized description of percentages for each jury yield
component that comprises the overall jury yield. These components are then compared to statewide
statistics for other general jurisdiction courts in the same state as the user and national statistics for
other courts of similar population size and operational characteristics (1-step versus 2-step jury
operations).
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JURY MANAGER’S TOOLBOX

Jury Yield Report for Jones County District Court, Virginia

About Jury Yield

Jury yiedd is & key performance: measure for jury operafions. For one Beginning Date : 2142017

sten cowrts, jury yield is defined as the number of jurors who are quakfied End Dixter: 31472017

and wvaitable for senvios an the daie summaonsed, expresoed as a
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oul of the lemm of service is usually offset by the rate al which alher jurors St =
Defermed lo new lerm a2

deefer ima the term of servics. Sefermed from prevous
For additional in temm
HCSC CowTools Messure B (Efeciive Use of Jurars).

Results

Goneral Jurisdiction Courts in - Similar Sized One-Siep Courts
Jomes County Distict Court Winginiz n e United Stales

% of Qualification questionnaires/summonses:

) Relumed Undeliverable i % 165
JF Hotresonded o 315 4 o5

s

% of prospective jurors

@ oocusives 8% % 8%
o Exempled 3% 1% B
}' Excused % 4% oo
o Dheferred fa nesw lemm 5% 4% 4%
o Deferred from previous lerm B 4% 4%
Jury Yield: % of jurors gualified and availsbie 5% B2 455
Intsrpretation

Thee jury yiedd for Jones County District Court is 53%. This is comparable 1o/t ather cours in Vinginia and & compasble o io other one-step
courts of similar sie

Thee nan-responsed Th rate is sgnilicantly grester than the average non-resporsaFTA mie for one-siep courts. of similar size. This rabe greatly
reduces the averall jury vield for your court. Acoess the Mon-ResponsaFTA for supgestions on how o address this problemn,

Ehlalional Contar for Stakn Courts 2008 Contact infa: jmbfinesc.ong e jurpinolboeong

The comparison statistics are derived from the NCSC State-of-the-States Survey of Jury Improvement
Efforts (April 2007). The NCSC State-of-the-States Survey of Jury Improvement Efforts did not collect
information about qualification yield for 2-steps courts, but are inferred based on jury yield for 1-step
courts. If any of the jury yield components entered by the user is a statistical outlier (defined as greater
than the mean plus one standard deviation), the JMT highlights the component in red. The
Interpretation Section of the Jury Yield Report summarizes the Calculated Results tables and provides
a brief explanation of any outlier components and links to supplemental JMT tools to further
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investigate those areas. Clicking on the tool icon in the left-hand column of the Results section
of the report also directs users to supplemental JMT tools.

Juror Utilization Report

The Juror Utilization Report uses a similar format in that it provides basic information about the juror
utilization performance measure and displays the data entered by the user on the Step 2 and Step 3
screens so that the user can easily determine if incongruous or unexpected findings are the result of
data entry error. In the “Calculated Results” section of the report, users will find an itemized
breakdown of juror utilization statistics including the percent of jurors told not to report for service,
the percent of jurors sent to voir dire, percent of panel used, and the number of excess jurors
reporting for service based on NCSC recommended standards.

The NCSC State of the State-of-the-States Survey of Jury Improvement Efforts did not collect
information about juror utilization; therefore, there is no comparative information displayed. Instead,

III

the JMT calculates the “optimal” number of jurors that the court needs to report to impanel juries
during this period and the number of “excess jurors” who reported over and above the optimal
number. Note: the optimal number of jurors includes a small cushion of jurors who are not used, but
were told to report “just in case.” The excess jurors are the number of jurors above and beyond that

reasonable cushion.

If the user has entered annual budget or cost information, the Interpreted Results section summarizes
the Calculated Results and provides an estimate of administrative costs incurred by the court and
costs to the jurors and to the community due to excess jurors. These costs are based on per capita
income and employment status statistics reported by the US Census Bureau and non-farm business
productivity indices reported by the U.S. Department of Labor.
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JURY MANAGER’S TOOLBOX S e

Close

Juror Utilization Report for Jones County District Court, Virginia
About Jury Utilization

Juror ufilization measures the effectiveness with which the court uses
citizens who are qualified and available for jury service, are told to report Beginning Date: 11/1/2016
to the courthouse, and are used to select juries. eg g

Juror utilization = End Date: 12/1/2016

Percent Told to Report x
Percent Sent for Jury Selection x
Percent of Panel Used

Number of Jurors:

» Percent Told to Report is the percentage of jurors who are
qual !ﬁ&d and available for jury service who are told to report for reporting for service 100
service. "

» Percent Sent for Jury Selection is the percentage of jurors (IO Ser.\.rlce X i 2l
who reporied to the courthouse and were assigned to a jury sentto a courtroom for jury selection (voir 81
panel and sent to a courfroom for jury selection. dire}

» Percent _of Panel Used @s the perc_entage of jurors who are utilized in incomplete jury selection 0
?:II_:SE;[; Iirll'l 1%%%%:3&% Jj‘::'!';l S’S'ZIE{::II'&]I or were challenged or impaneled or swom (jurors/alternates) 14

’ removed for cause’hardship E
Different factors can affect these components. removed by peremptory challenge B
Total annual budget for jury cperations 5168,505.00 o

The MCSC has developed standards for juror utilization:
» an average of 90% of jurcrs who are gualified and available for jury service should be teld to report to the courthouse;
= an average of 90% of jurors who report to the courthouse should be assigned to a panel and sent to a courtreom for jury selection;
« and an average of 90% of jurors assigned to jury panels sheuld be selected or challenged or removed in completed jury selection.
Thus, the recommended overall juror utilization should be 73% or greater (90% x 90% x 90%).

The extra 10% of unused jurors for sach component ensures that the court always has s sufficient number of extra jurors to meet unanticipsted demands
on any given day.

Results

Jones County District Court
% told to report TT%
% sent to a courtroom for jury selecfion (voir dire) 81%
% of panel used 41%
Jurer Ufilization = Percent Reporfing * Percent to Voir Dire * Percent of Panel Used 19%
# of jurors needed, based on MCSC Standards 3
# of jurcrs reporting for service 100
# of Unused Jurers Summensed and Qualified 19
# of Unused Jurcrs Reporting 69

Interpretation

[The Jurer Utilization for Jenes County Disfrict Court is 19%. Based on NCSC standards, the Jones Counfy District Court needed 31 jurors to impanel juries for this
period, but had 100 jurors report for service, resulting in 69 more jurers than actually needed to impanel juries. In addition, the Jones County District Court
summonsed and qualified 19 more jurers than it needed to report.

Under-ufilization of jurcrs can result in significant costs to the court in the form of jurer fees and mileage paid to unused jurors and the administrative costs
incurred in the summoning and qualification of unused jurors. A useful measure of administrative cost is the "cost per jurer reporfing for service." The NCSC does
not routinely collect infermation about administrative costs of jury operations. but anecdotal reports suggest that these range from 520 to $25 in a reasonably
iefficient court.

Cost per juror reporfing for service 5126.05 o
Excess administrative costs incurred by court 59,607 o
For unused number of jurers reporting 558,697
For unuged number of jurcrs summonsed and qualified 5910

Additienal costs are incurred by the jurors themselves {lost wages/income and unreimbursed oul-of-pocket expenses) and their employers {lost wages/salaries
paid, lost productivity ). Some costs such as jurer satisfacfion and public trust and confidence in the justice system are not quantifiable in monetary terms, but can
ke significant nonetheless.

Lost incomelflost wages paid (based on £ of excess jurors who reported) §6,732 o

Lost productivity (based on # of excess jurors who reported) 522223 o

The court's ability to reduce direct and adminisirative cosis depends on its ability te improve one or both compenents of jurer utilization and to calibrate the
number of jurcrs summonsed and qualified to the improved utilization rates. Click here for information about techniques to improve jurer ufilization.

@MNational Center for State Courts 2018 Contact info: jmi@nesc.org
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Supplemental JMT Tools

Users can select supplemental tools to explore areas of comparative weakness in jury operations that
were revealed in the Jury Yield and Juror Utilization Reports. To access supplemental tools, click on the
Additional Tools tab in the menu. Then select the desired tool. Mark the radial button next to the
supplemental tool and click on the “Run Selected Tool” button at the bottom of the screen to select the
tool. Each tool will provide an introduction and overview of the tool features and will request additional
information about detailed areas of the user’s jury operations. Many of the supplemental JMT tools also
provide downloadable applications and brief descriptions of best practices related to that topic.

Master Jury List Evaluation Tool

This tool is designed to assess geographic representation of the master jury list by zip code as
compared to the adult, jury-eligible population; calculate the inclusiveness of the master jury list
based on U.S. Census data information about current adult population statistics; and provide best
practices, including recommendations about whether to supplement the master jury list with
additional source lists and how to improve accuracy. There are instructions for the downloadable
geographic representation worksheet on how to identify zip codes within the court’s jurisdiction, and
also how to determine the number of adults living in each zip code.

Non-Response/Failure-to-Appear Tool

This tool is designed to help you assess the current programs your court is implementing and also
calculate the impact of follow-up procedures. Once selecting the radial button next to the Non-
Response/Failure-to-Appear Tool, users will enter detailed information about existing follow-up
procedures in the court and FTA jurors. The information collected will then estimate expected
increase in juror yield that would result from implementing different follow-up programs, and
estimate the anticipated fiscal impact of those follow-up programs. Information about the existing
follow-up programs for 1-step and 2-step courts differs slightly in the fact that for the 2-step courts,
there are separate fields for the qualification questionnaire and summons, whereas for 1-step courts,
there is only one field for both qualification questionnaire and summons.

Excusal Tool

This tool is designed to assist courts in managing their hardship excusals so that they are granted only
when truly necessary significantly reduces their costs. Once selecting the radial button next to the
Excusal Tool, users will enter data that will help identify factors that might contribute to financial
hardships. For instance, user’s will be asked to identify the average length of a jury trial, the amount
paid to jurors on the first day of service, whether the court employs a graduated fee program, and if
the jurors are reimbursed for mileage, etc. The tool will then evaluate the excusal rate for the court,
and suggest policies to address these factors mentioned above.
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Fair Cross Section Tool

This tool is designed to help users document the demographic composition of the jury - that is, the
collective group of prospective jurors that reports to the courthouse for jury service. Once selecting
the radial button next to the Fair Cross Section Tool, users will enter data based on a survey tabulation
worksheet. There is a downloadable survey tabulation worksheet and jury pool survey and
distribution instructions to help assist the user with data entry. Once data has been entered, this tool
will provide a brief primer on fair cross section jurisprudence, and calculate absolute and comparative
disparity based on jury pool demographics and US Census Bureau statistics. The NCSC does
recommend that the courts measure the demographic composition of the jury pool using the U.S
Census Bureau data information about the jury-eligible population of the community.

Online/IVR Technology Tool

This tool is designed to provide a worksheet with which to estimate the potential savings from
implementing Online/IVR Technologies, a survey to determine the proportion of the jury pool that
would likely use these technologies if they were available, and a monograph describing best practices
for implementing IVR and online capabilities in jury automation.

2-Step to 1-Step Conversion Tool (available only to courts with 2-step jury operations)

This tool is designed to provide a court-specific report on calculated cost-savings and jury yield, as
well as provide step-by-step expertise on a conversion approach referencing expected setbacks and
how to efficiently transition procedures. Once selecting the radial button next to the 2-Step to 1-Step
Conversion Tool, the toolbox will calculate the likely improvement in jury yield that would be achieved
through conversion from a two-step to a one-step jury process, and calculate the estimated cost
savings for the court including postage and printing.
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