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ABSTRACT

Based on the research, the report supports the implementation of the audio digital
recording system in all courts throughout Trinidad and Tobago and recommends an
appropriate structure and staffing for a new Court Reporting Services Unit. Major
causes of delay in the Judiciary of Trinidad and Tobago6s cour t repor
been the mode of capture and delivery of the notes of evidence and lack of adequate
resources to cope with growing caseloads. In those courts not currently serviced by
Computer Aided Transcription (CAT) reporters, upper (Supreme Court) trial judges must
write long hand notes during court proceedings and then have them typed at a later
dat e. I n the Magi str at alsodtakeCmotes of videnceoirt
longhand to be typed at a later date by a typist.  Trials take too long because
Ma g i s t notetakers abe in court most of the day, their handwriting becomes illegible
and this results in the typist having to schedule time to go through the handwritten notes

with the notetaker before notes of evidence can be produced.

Consequently, trials at both trial court levels take undue time to be concluded. In 2002,

ting s

et aker

apilot project-i For the Record (FTR)O0 audio digital r

in selected courtrooms in Trinidad and Tobago. Based on the success of the pilot, court
leaders decided to implement the audio digital recording system in all courtrooms
throughout Trinidad and Tobago. For this initiative to succeed, a structure for a Court

Reporting Services Unit was needed.



The need to determine the type of structure that would be necessary for the Court
Reporting Service Unit provided the impetus and focus for this research project. The
research involved a review of approaches taken in other jurisdictions, an examination
and analysis of case types and caseload statistics and an assessment of users
satisfaction with the audio digital recording system as implemented thus far as well as
their perceptions about what stage in the process different case types should be
transcribed. The research included three steps:

1) A literature review;

2) Two surveys of users concerning: a) user satisfaction with audio digital recording as
implemented thus far, which was administered to transcriptionists, notetakers,
judges and magistrates; and b) judges, magistrates and registrars assessment of the
stage in the process that the Civil and Criminal case types will need to be
transcribed. The survey instruments were pre-tested and then self-administered.
The data collected were inputted in an appropriate software programme for analysis
and for the production of charts and tables.

3) This step involved a review and analysis of caseload statistics to further refine the
needs of the users, given the number and types of the proceedings that will need to

be recorded and transcribed.

There is consensus among judges, magistrates and other judicial officers that all Civil
and Criminal Matters should be transcribed following the preliminary hearing and the
trial stage. There is little support for the notion that transcription in criminal matters

should take place upon request during either the preliminary or the trial stage. Survey



results indicate that the users who experienced the pilot are satisfied with the new

technology and are optimistic about system wide implementation.

Based on survey findings, caseload information and a practical understanding of the
Trinidad and Tobago court environment, a new Court Reporting Services Unit and
structure is recommended together with costs and necessary approvals. The proposed
structure includes administrative staff as well as staff with special skills to deal with the
new courtroom operational flow from the point of capturing the court proceedings to the

production of the transcript in CD or print format.
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1.0 INTRODUCTION

The Judiciary of Trinidad and Tobago is an independent arm of the State. The
Supreme Court, which consists of the Court of Appeal and the High Court, is
established by the Constitution of the Republic of Trinidad and Tobago. The Magistracy
of Trinidad and Tobago is governed by the Summary Courts Act, Chapter 4:20 and
Petty Civil Courts Act, Chapter 4:21 which establish the Summary Courts and the Petty
Civil Courts respectively. Civil trials in the High Court and the Petty Civil Court are non-
jury trials. Criminal trials in the High Court are jury based while in the Magistracy
summary trials are conducted. The criminal jurisdiction of the Magistracy extends to
conducting Preliminary Enquiries in Indictable Matters in order to determine whether the
prosecution has established a prima facie case. If a prima facie case is made out, the
accused is committed to trial in the High Court. It should be noted that both the High
Court and the Magistracy exercise original jurisdiction in civil and criminal matters while

the Court of Appeal exercises an appellate jurisdiction over both.

Historically, Judges of the Supreme Court have taken longhand notes and notetakers in
the Magistracy have taken Notes of Evidence verbatim. This method of taking notes of
evidence by hand in the Courts is archaic and has created mammoth delays in the

administration of justice.

In the Magistracy, because notetakers are usually in court for most of the day their

penmanship deteriorates and this makes it extremely difficult for typists who must then

transcribe the notes, to decipher the handwriting. As a result, the notetaker and the

11



typist must work together at a mutually convenient time for the notetaker to dictate the
notes. This poses great difficulty and renders the system of recording and transcribing
evidence, tedious and inefficient. Further, the increasing jurisdiction of the Magistracy,
coupled with the large volume of cases being heard by Magistrates, makes it even more
imperative for the implementation of a new system of recording notes of evidence

throughout the Magistracy.

It becomes even more critical when cases are appealed and typed notes of evidence
are not available for Magistrates to produce the reasons for their decisions. When one
considers that prisoners may, upon conviction, be required to spend long periods on
remand awaiting hearing and/or the determination of their appeals, the production of the
transcript is therefore critical to the case flow process and most importantly to ensuring

timely justice and public trust and confidence in the system.

In the Supreme Court, there are only seven CAT Reporters and where a court is not
serviced by a Reporter, Judges take the notes verbatim. This process not only delays
the conclusion of the trial, but Judges and other judicial officers take notes while paying

close attention to testimony, evidence and the interpretation of the law.

The vision of the Judiciary of Trinidad and Tobago is to implement a more efficient and
technologically sound system of recording proceedings in Courts. To achieve this
vision, several audio digital systems were evaluated and the Judiciary opted to

implement For The Record (FTR) in courts throughout Trinidad and Tobago. The aim

12



was to integrate the technology used within the courtroom with case management and

judicial support systems to provide a complete system that will improve service delivery.

There are approximately 119 courtrooms, which must be outfitted with the audio digital

recording system.

Thus far, 71 courtrooms have been outfitted and another 48

courtrooms are scheduled to be outfitted by the end of 2007. See Appendix I.

Implementation of the audio digital court recording system aims to achieve:

A

Faster disposition of cases;

A Fewer delays in the production of transcripts;

A

> > > > >

Better use of resources i Judges, Masters, Magistrates and Registrars will no

longer act as notetakers;

Judges/Masters/Magistrates/Registrars can review and tag pertinent testimony;

More complete and accurate transcript of court proceedings;

Secure storage on durable media;

Complete control from recording through transcription and archive;

l ntermi ttent mo n i

tor i

headphones to assure proper recording;

ng

wh i

c h

-vi $ ¢ 0 at hoovu ¢ I s

Quick and easy access to testimony which can be searched by full text or key words

or by time;

Easy access to, and duplication of, any portion of audio for play back or distribution

to the transcriptionists, judicial officer or attorney;

Reduced storage requirements; and

13



A A full d a ygé san g reoocdedaadaisingle digital medium, such as CD-

ROM.

A major challenge in the initial phase of the project was the actual production of the
transcript. It was initially anticipated that the Judiciary would have been able to use the
same typists who had been producing transcripts from handwritten notes over the years
to produce the electronic transcript. It was recognized early in the pilot phase of the
project, however, that these officers did not possess the necessary skills set to engage
in this activity and that a different category of staff was required to produce transcripts.
They required greater knowledge of court procedure and lexicon, legal and medical
terminology and stronger general language skills. Also, the retraining of Judicial
Support Officers and notetakers who support Judges and Magistrates in the courtroom,
as well as Judges, Magistrates and other judicial officers would be critical to the
success of this new mode of operation.

to partner with an educational institute to assist with transcription training of persons

from the citizenry at large to satisfy the resource need.

A major challenge in the implementation of the system has been the lack of adequate
and relevant human resources. Several questions must be answered in determining the
resource need. These include:

A What kind of structure will be required to support the Court Reporting Services

Unit?

14
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A How many categories and levels of staff will be required to support the efficient
functioning of the system in the courtroom and the production of transcripts in
courts throughout Trinidad and Tobago?

A How many trials (by case types) are there, for which a record will be required?

A What is the length and frequency of such trials?

In evaluating the audio digital recording system implemented thus far, several other
guestions must be answered in order to determine user satisfaction in the system.
These include:

A Is the system achieving its intended purpose?

o To eliminate longhand note taking by notetakers, magistrates and judges
in order to reduce the length of trials and to provide appropriate recall for
judicial decision making;

o To record complete court proceedings; and

o To improve the timeliness and the reliability in the production of transcripts

A What are the perceived problems since the introduction of the new system?

This research dissertation will provide the answers to these questions and offer
recommendations for the development of the Court Reporting Services Unit structure as
well as necessary improvements to the existing system. The recommendations for the
structure for the Court Reporting Services Unit will be forwarded to the Executive by the

Judiciary for approval.

15



2.0 LITERATURE REVIEW
The literature review will contain a description of research material and lessons learnt
from other jurisdictions in making the transition from a manual system to a computerized

system in the delivery of court reporting services.

A review of the AGui del i nferghe Bavalopnfert bfiCacyit
Plans for Court ‘Reaggests thatthere aBdwo\basic apgroaches for
engaging personnel to deliver court reporting services: 1) court reporters who would be
full-time or part-time court employees with full benefits; or, 2) county employee court
reporters working forty-hours a week who would be compensated for work done
overtime.  Secondly, it is recommended that the administrative plan for employee-

based court reporting systems should account for a variety of positions.

Some consideration should also be given to electronic recorders or operator positions,
support personnel, managers and coordinators, and temporary assistants. Electronic
recorder operators may be retained to take the record in selected proceedings. Their
most common use is to record criminal, criminal traffic, and juvenile proceedings that
generate a low volume of transcripts. These electronic recorder operators generally
monitor court proceedings with an audio or video tape recorder, keep a log of all event

times, and produce transcripts, sometimes with the assistance of typists.

Ykenneth R. Palmer - Guidelines and Policy Considerations for the Development of Circuit Plans for Court Reporting Services
Publisher: Florida Supreme Court Office of the State courts Administrator, Year: 1995

16
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Supplemental personnel is also recommended eg, scopists or text editors to work with
Computer Aided Transcription (CAT) mReiptar t er s.
edit of the transcript. The final review and certification of the transcript however, is
performed by the Court Reporter. A critical advantage of the use of scopists is the

reduction of transcript production time.

The court reporting plan may include a Manager who is responsible for the supervision
of the Court Reporting Unit. The Manager ensures that all proceedings that must be
reported are covered and that transcripts are produced on time. In some courts the

Manager is usually the highest paid court reporter in their division.

The literature suggests that there are few benchmarks available for making staffing
decisions. Information on productivity benchmarks, such as the number of transcript

pages a Court Reporter can produce in an hour, are rare.

Court Reporting Services can also be provided by independent contractors. In this
case, individual court reporters perform under the control and supervision of the
contractor. It is, however, important that the contract set forth specific criteria for the

selection of individual court reporters in th

Lessons | earnt when reviewing AHow to Condu

Recording-Ma ki ng Oper ati ons: A?isShe smpetaneetofi makinganp r o a ¢ h

2 . . . .
JohnA.Carver with Barry Mahoney, How t o @Recordinggvibking @perdtisns:e s s ment of Your
A Systematic Approach i Volume Il The Resource Manual, The Justice Management Institute, Year: 2002, Pages: 3, 5-6, 12, 52

17



asse ssment of t he courtaos operation and gat h
jurisdiction and the way it has organized its recording making services. The
assessment includes the current technologies for capturing the record, transcribing it,
archiving it, and even enhancing its content. This information will provide Court
Administrators with valuable information on what is available as they determine where

they want their court to be in the future.

This document also provided valuable information on the background data that would
be necessary in determining the court reporting services structure. For example,
geographical areas served by the court, types of cases handled by the division or

department under review, whether the court has branch locations etc.

The author also stresses the importance of using management information and

statistical reports to determine general workload.

The writer also highlights the use of the stenomask with voice-to-text capability, which
takes down the proceedings by voice rather than by steno machine. This is
accomplished by speaking into a mask which contains a microphone and recording to
an analog tape recorder or, increasingly, in a digital form to the hard drive of a laptop

computer.

As voice recognition software has improved, a few voice writers are now using it to

translate the recorded speech to rough draft text, ready for final editing. As with its

18



stenographic counterparts, the software linked to digital audio files can produce
expedited transcripts, same day copy. This is an area that is being explored by the

Trinidad and Tobago jurisdiction to further speed up the production of transcript.

AHow to Conduct an Assess me nMaking fOpetatwnsr A Cour t
Systemat i c ?prqguifes discussion on the controversial issue of how to make
the best record. At one extreme is the view that CAT Reporters are no longer needed
now that electronic means have been developed to preserve the record. At the other
end of the spectrum is the view that there is no substitute for a skilled reporter in the
courtroom, and that as a matter of professional self-interest, electronic alternatives to
official Court Reporters should always be resisted. The author suggests that both views
are overly simplistic. Neither view acknowledges that there are different purposes for
capturing the record that there is a wide range of actual and potential for users, or that

costs and benefits must be calculated in the context of a larger goal.

Certainly, in the Trinidad and Tobago scenario, the thinking is that CAT Reporters will
still be required in the structure of the Court Reporting Services Unit. The feeling is that
when high profile criminal and civil matters are being heard, the reporters are required
to do real-time reporting to allow for same day transcripts as well as the summing up of

these types of matters.

3JohnA.CarverwithBarryMahoney, How to Conduct an Ass e-MakingeOpératang: Your Courtds R

A Systematic Approach i Volume | The Resource Manual, The Justice Management Institute, Year: 2002, Page: 10
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The #fANational Bureau of Standards Repdrt

indicates that with existing audio digital recording systems there is a monitor, usually a
clerk, who operates the equipment, listening on earphones to the output from the mixer-
amplifier, making sure that the microphones are picking up sound and adjusting the
volume controls to record clearly all testimony in the courtroom. The monitor, if used,
can take a more or less active approach toward controlling the volume inputs from the

various microphones.

The operator-monitor also has the important duty of keeping a log of the proceedings to
assist the transcriber. This operator in some jurisdictions also has the additional duties
of prompting people to speak up in order to ensure an accurate record, securing
information about the spelling of names and informing the Judge if the tape recorder
malfunctions so that appropriate action may be taken. The operator, when requested,

will play back the portion of the proceedings so that it may be read back to the court.

Lessons learnt from the Management Plan for Court Reporting and Recording Services®
include setting up an appropriate structure for the proper supervision of contract
reporters, records to be maintained by court reporters, systems that can be
implemented to deal with the assignment of reporters. The plan gives further guidance

in dealing with requests for transcripts by parties and judicial officers and how to treat

Ernest H. Short and Miles Ruthberg, Technical Analysis Division, Institute for Applied Technology, National Bureau of Standards
National Bureau of Standards Report A Study of Court Reporting Systems i Volume | - Decision Factors, U.S. Department of
Commerce, Year: 1971, Pages: 48 - 53

United States Bankruptcy Court for the District of Hawaii, Management Plan for Court Reporting and Recording Services
Publisher: The Ninth Circuit Judicial Council, Year: 2003, Pages 1 - 13

20



with the ordering of transcripts and tapes. It also provides an idea of the different types

of rates that can be applied.

21



3.0 METHODOLOGY
The plan for this dissertation involved three research steps, including a literature review,

user surveys, and the review and analysis of caseload statistics.

3.1  Aliterature review:

The intent of the literature review was to gain knowledge and understanding of court
reporting services in other jurisdictions and to utilize the information to assist in the
development of a Court Reporting Services Unit structure for the Judiciary of Trinidad

and Tobago.

3.2 The Development of Survey Instruments:

There were two areas of focus regarding the survey analysis. The first was based on
gathering information regarding the transcription needs of Judges, Masters, Magistrates
and Registrars. The second survey was based on user satisfaction with the current
ADCR system. The two survey instruments together with memoranda were developed
to be administered to Judges and other judicial officers of the Supreme Court and

Magi strates in the Magistratesodo Court.

3.2.1 Survey to determine requirements for transcription services

Two survey instruments were developed, one specific to the Supreme Court and the
other specific to the Magistracy. In both instruments the different case types were listed
for Civil and Criminal jurisdictions to allow the respondents to select the matters that

should be transcribed. The survey instruments were separated into two sections, one

22



for respondents to select from the list of matters they felt should be transcribed at the
Preliminary Hearing Stage and the Trial Stage as a matter of course and the other for
respondents to select from the list of matters which they felt should be transcribed at the

Preliminary Hearing Stage and the Trial Stage upon request.

The intent of this approach was to determine at what stage in the proceedings the audio
record should be transcribed. It is anticipated that this information will aid in developing
the necessary structure, systems and performance standards to ensure effective court
reporting services in the Judiciary. It is further anticipated that based on information
gathered, it would then be possible to examine and analyze five years of case statistics
to determine the volume of the particular case type/s selected by Judges and
Magistrates. It is expected that the statistics derived from the data gathered using these
two methods would provide some direction for informed decision-making regarding the
various categories and the actual number of staff required. Further, the information
would allow the court to set and maintain realistic time standards for the production of
transcripts and set policy based on consensus of the upper and lower courts. The

survey instruments are at Appendices Il and Il

3.2.2 Survey to assess the level of user satisfaction
Separate survey instruments were developed and administered to Judges and
Magistrates, Notetakers (who record notes of evidence in longhand in court) and

Judicial Support Officers and temporary Transcriptions (who transcribe notes of

23



evidence from the audio digital recording system either online while court is in session

or (0]

1

ffline after todetermoheay 6s proceedi ngs)
how the system is being utilized;
the extent of each user-g r o ukpadiviedge of the system;
the level of user comfort with the system;
the level of user satisfaction with the system;
whether all the features of the system are being utilized,;
whether the new system has improved the level of operation and
management of the trial in the courtroom from the perspective of the Judge,
Magistrate, Notetaker and Judicial Support Officer;
user familiarity with the procedures; and
whether users felt that external stakeholders (particularly attorneys) were

pleased with the system.

The intent of the survey instrument was to use the data gathered to develop new polices,

procedures and systems, fine-tune existing policies, identify further training needs,

develop more effective communication strategies with internal and external stakeholders

and make recommendations for improvements in the overall system. The survey

instruments are at Appendices 1V, V and VI.

All survey instruments were pre-tested to determine whether the questions developed

were understandable and capable of being answered by the different groups and whether

the required information could be gathered as a result of it.
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Initially, only one survey instrument was developed for the assessment of user
satisfaction in the audio digital recording system. The results of the pre-testing indicated
however, that all questions could not be answered by the various users. Separate survey
instruments were therefore developed for each user group - Judges and Magistrates,
Notetakers and Judicial Support Officers and the temporary Transcriptionists. The initial

instrument is at Appendix VII.

The survey questionnaires were distributed and were self administered to all target
groups. A two-week timeframe was given for the return of the questionnaires. When the
survey instruments were returned they were checked for completion and errors. The data
was then captured on the computer to facilitate analysis. An Integrated Micro Processing

Systems software was used to capture and produce tables.

3.3 Review and Analysis of Caseload Statistics

The intent of this aspect of the research exercise was to perform a transcript request
frequency analysis. This was necessary in order to identify specific case types where
transcripts may be required by Judges and other judicial officers and examine that
information in conjunction with the volume of matters per year for those particular case
types, to determine the

staffing requirements.
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4.0 FINDINGS
4.1  Survey Results of Transcriptionists® Use and Satisfaction with the Audio
Digital Court Recording (ADCR) System
Fourteen Transcriptionists completed the questionnaire. The results indicate that while
half of the Transcriptionists used the ADCR system to retrieve different areas of the
record, all used it to produce transcripts and half used it to do both. Only three or 21.4%
used it for other reasons. These reasons wer e
progresso, Aito be sure the system is workingc

proceedingso .

Chart 1: Summary of how Transcriptionists Use
the System
120
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g0
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0 , | |
To retrieve To produce Cther
infarmation tranzcripts

The vast majority, 12 or 85. 7%, said twere Adire
clear with eight or 57.1% indicating that it was very clear. The same proportion was clear
about fithe procedure that munhset ubsee aodih etrheed styos t
seven or 50 % being very clear. None of the respondents reported that the directions

wer e Afnot cl ear at all o to either of these tw

® A Transcriptionists in the Trinidad and Tobago Judiciary transcribes ob&sdence online while court is in
session or offline after the dayés proceedings.
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Chart 2: Summary of the Clarity of Directions in the
Use of the ADR System by Transcriptionists
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Chart 3: Summary of the Clarity of Procedures that
must be Adhered to at all times
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The areas of greatest difficulty for transcr i pti oni sts wer e At heir
proceedings clearlyo as reported by 50.0% of t
bet ween Attorneyso, AMagistrates not using tF
cooperation with oepditedrby 12.8% & @acm aaseoQtheraaseas of

di fficulty were Aliaising with Notetakerso an:i
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party
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Chart 4: Summary of Areas of Greatest Difficulty -
Transcritionists
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Just over half of respondent s, 57 . 1 %thematggr eed

better manage the production of transcriptso v
statement. None of the respondents disagreed, while five or 35.7% reported that the

guestion was fAnot applicabled to them.

Chart 5: Summary of whether the System Allows for
better Management of the Production of Transcripts
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Strongly Aoree it Dizagree  Strongly
agres applicakle dizagres
The overwhel ming majority, 92. 9%, found that i
retrieveo. Only one person did not think so. 1

found Ait easy to find difrfienrgentthearea@asr ti np rtoh

Three persons or 21.4% did not think so. Support for the system was very high as 85.7%
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reported that ithe proceedings normally ran s

court recording systemo.

In terms of complaints, only two respondents or 14. 3% were
from Attorneys avhddte tthe syasneempa,oporti on repor
from Attorneys for a CD of the proceedingso a

the relevant personnel 0.

Similarly, only two persons or 14. 3% were HfAawa

receipt of timely transcriptso with 78.6% not

Of persons who responded to the question - iHas t he system removed
experiencedint he ol d system in the production of trz:

to be Avery mucho so. The remaining five sai

4.1.1. Survey Conclusion

Overall, Transcriptionists reported that they were very satisfied with the new system. The
majority were very clear about the directions in its use and knew the various procedures
to follow. As a result, they are using the system efficiently. The difficulty they identified
had more to do with the usage of the system by other parties that they felt needed to be
remedied to increase the effectiveness of the system. There is a general acceptance that
the introduction of this new system has significantly improved the timeliness in the
production of transcripts. Also see Appendix VIl (Tables 1-13) for the breakdown of the

survey responses.
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4.2 The Survey Results on Notetakers’ Use and Satisfaction with the Audio
Digital Recording System

Nineteen Notetakers completed the questionnaire. Of those Notetakers, a total of 11 or

57.9% utilized the audio digital system to pr
the other hand, only eight or 42.1% reported
court recordo. Al most all, 18 or 94dirmgsased

The one person who did not do so, was not sure how he/she used the system and did not
give a response to any of the questions on how he/she utilized the system. Further, ten
or 52.6% used the system iAto r etourtifoetheJudde, f f er en
Magi strate or Attorneyo. Only one or 5.3% us

the servero.

0 Chart 6: How the ADR System is Used by
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Additionally, one person used it only Ato record the

hand four or 21.1 % reported wusing the syste

"Notetakers operate in the Magistratesd Court and recor
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With regards to the question on fAttheeADCRI St r uc!
system in the courtroom and the server on th
reported fnot knowi ngo, whi |l e, a further four

one person reported being fAvery clteead,0 facnlde aar

mo st ti meso.

Chart 8: Summary of Clarity of Instructions on
Svnechronization
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I n response to the question on Aprocedures tF
use of the systemo0 the majority, 12 or 63. 2%,
clear, and the othermaesoae 4FodPb pfelsansmost 21

knowing the procedures.

With regard to the area(s) of greatest difficulty, only two persons or 10.5% reported
having Ano difficulty at all 0 indicatedihgatthear ea, wh
retrieval of the different areas of the record was their area of greatest difficulty. Three

persons or 15.8% reported that the synchronization of the ADCR system in the
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courtroom and the server on t hediffcelty. womy ko wer e
one person reported the ability to correct errors as an area of difficulty.
Chart 9: Summary of the Areas of most
Difficulty - Notetakers
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CHART 10: Summary of whether the new System
allows for better focus on the Proceedings
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Chart 11 Summary of how the New System
hasimproved the Management of the
Proceedings
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Ten persons or 52. 6 % sai d At he system (has) reduced
proceedingso very much with a further six or

extento. Only one person said not at al/l

Chart 12: Summary of the Extent to which the
System has reduced the length of Court
Proceedinas
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While 12 or 63.e2x% rfdouonfd tiihtehepr oceedi ngs i s ea
or 42.1% said it was fnHeasy to find the diff e

proceedingso.

Al most all persons, 17 or 89.5% found thatihi

with fewdel ays to the court recording systemo.
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aware of complaints from attorneys about the system, the majority, 14 or 73.7% were

not aware of any complaints.

Only four persons or 21.1% had requests from attorneys for a CD of the proceedings
and in one of these cases the person did not know the procedure to follow. No one

knew the cost of the CD.

The majority, 13 or 68.4% said the fAworkl oad
the ADCR systemo. H o wnetvhank so,fwhile ene person2iil no8 % di d

respond to the question.

42.1 Survey Conclusion

While the majority of persons interviewed understood and utilized the system efficiently
and saw benefits in the use of ADCR, there were a few who were not clear on the
proper use of the system and therefore have not fully benefited. It is assumed that the
extent of the overall use of the system therefore varied due to deficiencies in the training
programme, which will need to be addressed. All of the benefits one might have
expected does not appear to be reflected in the data collected. Also see Appendix VIl

(Table 147 29) for a breakdown of the survey responses.

43 Survey Results of Judgesd and Magi strateso
Digital Court Recording (ADCR) System

It should be noted that since the audio digital court recording (ADCR) system was only

recently installed in the Supreme Court, very few Judges are using the system. As a
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result, only Magistrates responded to this survey. Generally, Magistrates have

indicated that they are pleased with the ADCR system, as it has allowed them to
complete more trials in a given day. The C
system is working quite well in the Port of Spain Eighth Ma g i st r a toges\bhictClo u r

[he] presides, and it has had a tremendous impact upon the time required to complete

an enquiry which would have taken six months prior to the introduction of the new

system of recording notes of evidence. The average time now required to hear and

determine a Preliminary Enquiry matter in a c

4.4  Survey Results Of Judges, Magistrates And Registrars Transcription Needs
A total of 14 Judges and Registrars of the High Court and Magistrates of the
Ma gi st r art cemsptetedGlee @uestionnaires. The highest response for any part of
any question was nine or 64.3%. More often, the maximum response tended to be

about four for any given question.

The first question considered transcription at the Preliminary Hearing Stage as a matter
of course. Under the Supreme Court i Civil Matters, on average, approximately four or
28. 6% responded fAyeso. In five of the ten t
four. The major departures fromthiswer e concerning matters of 0
persons or 42.8% s-apdr &yev €0 amdt tiemr sicwhere o

7. 1% said fAyeso.
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Chart 13: Summary of whether to have Transcription
of the Preliminary Hearing Stage as a matter
of Course in Civil Matters
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Under Criminal Law the positive responses were much lower, averaging just about two
or 14.3% for any given matter. In five instances only one person or 7.1% said yes,
while in four instances namely Manslaughter, Kidnapping, Dangerous Drug and
Conspiracy to Defraud there were three or 21.4% positive responses. The highest

numbersay i ng fiyeso was four or 28.6% for fAmurder

Chart 14: Summary of whether to have Transcription at the

Preliminary Hearing Stage as a Matter o Course in

Criminal Matters
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With regard to transcription at the Preliminary Hearing Stage, upon request for

Supreme Court i Civil Matters, there were on average, four or 28.6% positive
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responses for each matter. These were Commercial, Matrimonial, Personal Action and
Probate Matters. Under matters pertaining to Family, Land and Public Law, the positive
responses were five or 35.7%. Only two or 14.3% persons said Admiralty Matters

should be transcribed at this stage upon request.

Chart 15: Summary of whether to have Transcription at
the Preliminary Hearing upon Request in Civil
Matters
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In Criminal Matters, generally speaking, it was felt that there should be no transcription
upon request at the Preliminary Hearing Stage. Only in five instances, Sexual
Offences, Offences Against the Person, Forgery, Attempted Murder and the Firearm
matters did one person or 7.1% said fAyeso.

responses.

38



Chart 16: Summary of whether to have Transcription at
the Preliminary Hearing upon Request in
Criminal Matters
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At the Trial Stage, there was a slight increase in the positive responses for transcription
as a matter of course. For Civil Matters, the average positive response for each
matter was six or 42.8%. The highest number of positive responses was nine or 64.3%
for Public Law matters and seven or 50.0% for matters pertaining to Commercial, Land
and Admiralty matters. Only four persons or 28.6% s ai d |, Afyeso for tral

Cooperative matters. For four matters there were five positive responses.

Chart 17: Summary of whether to have Transcription
at the Trial Stage as a Matter of Course in Civil
Matters
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Chart 18: Summary of whether to have Transcription at
the Trial Stage as a Matter of Course in
Criminal Matters
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At the trial stage, under criminal matters there were slightly fewer than five persons or
35. 7% of respondent s s agsiamagtteriofamerse. FordMurtder,ans c r i
Kidnapping, Matters under the Dangerous Drug Act and Conspiracy to Defraud six
persons or 42.8% sai d afimateesdl course at thisastagecThe pt i on
lowest response was in matters relating to the Larceny Act, where only three persons or

21.4% responded.

In relation to the question of transcription at the trial Stage upon request, for civil
matters, an average of just over three persons or 22% s ai d fAyeso. For f
namely Commercial, Family, Land, Personal Act - General and Probate, four persons or
28. 6% said fiyeso to transcription at this sta
transcription Aupon r @iggute KRunoing Down Aatiomg and r s p et

Admiralty Law.
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Chart 19: Summary of whether to have
Transcription at the Trial Stage upon
reauest in Civil Matters
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With regard to criminal matters at trial stage, in five instances, namely Murder,

Manslaughter, Kidnapping, Dangerous Drug and Admiralty Matters no one felt that there

should be transcription upon request.

namely Offences Against the Person,

For five of the remaining six types of matter,

the Larceny Act, the Forgery Act, Attempted

Mur der

upon request. In the last type of matter, that is, the Sexual Offences, only one person

and

Fi

rear m,
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or 1% felt that there should be transcription upon request.

Chart 20: Summary of whether to have Transcription
at the Trial Stage upon request in Criminal
Matters
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44.1 Survey Conclusion

In general, the results more or less suggest, that Judges, Magistrates and the judicial
officers feel that transcription should be done as a matter of course for Civil and
Criminal Matters at both the Preliminary Hearing and Trial Stages. There is little or no
support for this activity upon request for criminal matters at either the Preliminary

Stage or the Trial Stage.

The Chief Magistrate has provided some additional comments:

A fiGenerally, Attorneys at Law require a
Preliminary Enquiry on a daily basis depending on the complexity of the matter and
the witnesses who are called to testify;

A At the end of all enquires, the record must be transcribed once there is a committal,
and certified by the transcriptionists for the Director of Public Prosecution (DPP);

A If the accused is discharged, the DPP may request the record of proceedings i in
such a case the record has to be prepared;

A As a matter of policy, as soon as the Clerk of the Peace receives a Notice of Appeal,
the record of a summary trial must be prepared;

A Some summary matters are more complex than others, and as a result, Attorneys
may request the transcript of the proceedings on a daily basis; and

A The record of an inquest must be prepared at the end of the proceedings for

transmission to the DPP. O

Also see Appendix VIII (Table 30 1 37) for a breakdown of the survey responses.
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4.5 Summary of Caseload Statistics Findings®

An analysis of the cases filed in the Court of Appeal from the High Court and the

Magi stratesdé Court f or t hsdhatpnere cased are2fiedfiomt o 200
the Magi stratesé Court as opposed to the Civi
Court. See Table 1 below.
Table 1: Filings in the Appeals Court
APPEALS FILED BY COURT AND TYPE
APPEALS FROM THE HIGH COURT APPEALS FROM MAGI S
COURTS FILED AT
YEAR CIVIL CRIMINAL COURT OF APPEAL
GRAND | TOTAL TOTAL | CAPITAL NON | TOTAL | POS |S 6 D| TOBAGO
TOTAL CAPITAL
2004-05 575 215 | 182 (1) 33 4 29 360 | 184(2) | 153 23
2003-04 572 226 | 165 61 4 57 346 | 187 135 24
2002-03 822 194 | 134 60 14 46 628 | 373 223 32
2001-02 482 184 | 121 63 11 52 298 | 118 145 35
2000-01 633 194 | 130 64 14 50 439 |98 310 31
(1) Includes 2 Appeals from the Family Court
(2) Includes 8 Appeals from the Family Court
Table 2: Filings of New Civil Cases in the High Court
NEW CASES FILED BY SUB-TYPE
PERSONNAL ACTION
YEAR | TOTAL | COMM- | FAMILY | LAND | TOTAL | GENERAL | RUNNING | PROBATE | PUBLIC | COOPER- | SECURITIES
ERCIAL DOWN LAW ATIVE INDUSTTRY
2004-05 | 5976 2176 109 1086 | 1903 742 1161 247 311 74 70
2003-04 | 5185 2380 282 926 | 1974 896 1078 225 335 63 0
2002-03 | 5601 2214 297 886 | 1670 809 861 205 217 112 0
2001-02 | 5862 2816 296 754 | 1454 633 821 323 219 0 0
2000-01 | 4313 1831 301 782 | 1213 476 737 161 25 0 0

8 Source document i 2004/2005 Annual Report
Judiciary of the Republic of Trinidad and Tobago
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Table 3: Filings of New Criminal Cases in the High Court

YEAR SUBTYPE
TOTAL CAPITAL NON-CAPITAL
(MURDER)
2004-05 301 54 247
2003-04 177 29 148
2002-03 222 37 185
2001-02 248 35 213
2000-01 173 17 156
Table 4: Filings of New Cases in the Magistratesbod
TYPE
YEAR | TOTAL | CAPITAL NON | FAMILY | DOMESTIC | TRAFFIC | PETTY | PRIVATE | EJECT- | INQUEST
CAPITAL VIOLENCE CIVIL | SUMMARY | MENT
2004-05 | 72,886 116 26,445 10,837 9,330 10,057 2,233 11,853 789 1,226
2003-04 | 79,258 84 27,833 12,764 8,976 11,865 3,000 13,104 877 755
2002-03 | 74,027 110 23,685 13,920 9,043 10,143 3,275 12,385 921 545
2001-02 | 70,189 94 17,569 13,124 8.852 12,133 3,151 14,164 691 411
2000-01 | 74,432 137 18,568 13,065 7,649 16,344 3,289 13,934 867 579
A comparison of civil and criminal matters fil
2004/2005 indicatest hat t he vol ume of matters filed in

the amount of matters filed in the High Court. See Tables 2 to 4 above.
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Table 5: Filings of New Cases in the Magistrates?o

CASE TYPE FILED BY MAGISTERIAL DISTRICT i 2004-2005
DISTRICT CAPITAL NON FAMILY DOM. TRAFFIC | PETTY | PRIVATE | EJECT- INQUEST | TOTAL
CAPITAL VIOLENCE CIVIL SUMM. MENT
Arima 11 2,670 1,494 1,378 335 88 1,225 76 38 7.315
Chaguanas 10 2,131 1,102 1,187 398 103 1,318 51 6 6,306
Couva 4 752 809 652 116 52 813 17 1 3,216
Mayaro 1 354 446 152 122 19 335 23 4 1,456
Point Fortin 2 851 460 319 288 2 465 32 0 2,419
Princes 7 1,375 911 616 1,470 100 1,039 25 31 5,574
Town
Rio Claro 0 687 295 91 114 9 305 16 0 1,517
San 9 1,292 1,513 874 749 387 1,306 160 264 8,482
Fernando
Sangre 5 3,220 1,485 643 969 2 1,052 32 0 5,480
Grande
Siparia 5 1,847 875 801 1,069 145 982 78 0 5.802
St. George 23 8.295 125 1,566 601 869 2,115 148 820 14.562
West
Tunapuna 34 1,738 817 665 2,858 322 465 83 47 7,029
Tobago 5 1,233 505 386 968 135 433 48 15 3,728
TOTAL 116 26,445 10,837 9,330 10,057 2,333 11,853 789 1,226 72,886

Table 5 provides information on the volume of the caseload by Magisterial District. This
information will be useful in determining the number of categories and type of categories

of staff required for in each magisterial district.

4.6 Summary of Literature Review

Key findings in the literature review include:

A The importance of an administrative plan to support the court reporting structure;
A Consideration of electronic recorders or operator positions, support personnel,

managers and coordinators, and temporary assistants;
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Electronic recorder operators retained to take the record in selected proceedings,
monitor court proceedings with an audio or video tape recorder, keep a log of all
event times, and produce transcripts;

Assistance from typists for recorder operators;

Supplemental personnel: eg. scopists or text editors to work with Computer
Aided Transcription (CAT) Reporters;

The inclusion of a manager in the court reporting unit to ensure that all
proceedings that must be reported are covered and that transcripts are produced
on time; and

The possibility of having independent contractors provide Court Reporting
Services and the importance of having specific criteria for the selection of

individual court reporters in the contract
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5.0 CONCLUSIONS AND RECOMMENDATIONS

The Judiciary of Trinidad and Tobago is well on its way to improving the administration
of justice with the introduction of the audio digital recording system which ensures that
the Notes of Evidence is recorded and preserved in an easily retrievable format. It is
absolutely critical that all of the supporting structures and resources are put in place to
support this initiative. It is also important that the required categories of staff are
standardized in the high court and magisterial districts to ensure equity in opportunities
for employees. This will benefit the administration of justice in that staff members will
be equipped to operate in either jurisdiction when resources might be inadequate on

any given occasion.

It is anticipated that all the courts throughout Trinidad and Tobago will be outfitted with
the ADCR system by the end of 2007. The success of the system is however
dependant on: the necessary human resources being employed and trained to support
the system; and the required polices; standards and procedures are established and
maintained. The internal and external customers will then reap the benefits from this
transformation of the system of justice. The following eight recommendations are

therefore identified below:

Recommendation I: Monitoring and Feedback Mechanisms

It is recommended that the Judiciary set up appropriate monitoring system and
feedback mechanisms to ensure that set performance standards are maintained and

users are in compliance with the polices and procedures. This will enable the
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Department of Court Administration to make adjustments as may be required to allow

for continuous improvements

It is hoped that as a result of these initiatives, there will be an improvement in service
delivery, which will increase public trust and confidence in the administration of justice in

Trinidad and Tobago.

To improve the system of justice in Trinidad and Tobago and increase public trust and
confidence in the administration of justice, several changes are necessary with regard
to the production of Notes of Evi dence
Courts. The proper management of cases to ensure trail date certainty and the disposal
of matters without delay must be facilitated by the production of accurate and timely

transcripts.

Recommendation 2: An Appropriate Unit Structure

The structure that is being proposed for the Court Reporting Services Unit is at
Appendix IX and takes into consideration: the present and future needs of the
Judiciary; information gathered from the review of literature from other jurisdictions; the
analysis of the survey information; the number of Magisterial districts and Supreme
Court locations; and the actual number of courtrooms to be serviced. Additionally, a
major consideration in the development of the structure for the Court Reporting Services
Unit is the operations flow, which includes the support staff that will work closely with

Judges, Magistrates and other judicial officers in the courtroom.
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This structure includes the appropriate staffing categories and levels, the recruitment of
gualified staff, the training and retooling of staff, the development and implementation of
supporting policies and procedures, and the introduction and maintenance of realistic

performance standards.

The development of an appropriate Unit structure is of critical importance in facilitating

the successful delivery of court reporting services.

Recommendation 3: Support Staff and Duties

The Judicial Support Officers supports the Judges, Masters and other judicial officers in
the courtroom and will be required to:
A perform the necessary function test of the entire ADCR system before court
starts to ensure that the courtodés proceedi
A monitor the ADCR system to ensure the quality of the recording;
A produce | ogo notes which will form part of
a later time by the Court Transcriptionists; and

A provide playback of the proceedings as required.

Court Transcriptionists and Court Rapid Text Entry Specialist will produce the transcript
of the courtroom proceedings by working online (while court is in session) or offline
(when a request is made for the transcript at a later date). However, Courts that are
serviced by CAT Reporters will be provided with real-time reporting and the Court

Scopists will work along with the Reporters by editing the machine shorthand-to-English
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translation to check for any mistranslation/untranslations by using back up devices to

verify accuracy.

The Court Proofreader proofs the transcripts and then the transcripts are certified either
by the Court Transcriptionist or the Cat Reporter. It is anticipated that in the near future,
voice-writing software will be added to the ADCR and CAT technologies and this will
allow the Court Transcriptionists, Court Rapid Text Entry Specialists and CAT Reporters
to further enhance the timeliness in the production of transcripts. The operations flow is

at Appendix X.

Recommendation 4: Staff Categories, Job Descriptions and Quantities

There are two categories of staff recommended for the Court Reporting Services Unit.
These are as follows:
1. Administrative staff on Contract
a. 1 Manager (existing);
b. 1 Secretarial,
c. 15 Clerical Support; and

d. 1 Courier.

2. Specially Skilled staff on Contract

a. CAT Reporters (Approval for the establishment of 36 CAT Reporter already approved by
Cabinet) however, there exists only 7 CAT Reporters;

b. 5 Court Scopists;

c. 27 Court Rapid Text Entry Specialists;
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d. 14 Head of Court Transcriptions;

e. 27 Court Proofreaders;

f. 64 Court Transcriptionists;

g. 14 Court Audio Records Officers;

h. 14 Court Audio Records Assistants; and

I. 68 Judicial Support Officers (Magistracy) on the Permanent Establishment of

the Judiciary.

Appendix Xl (a - j) contains the job descriptions for the administrative and specially

skilled positions being recommended for the new Court Reporting Services Structure.

Recommendation 5: Replace Notetakers with Judicial Support Officer in
Magi strateso6 Court

In the Trinidad and Tobago Judiciary, there already exist the posts Judicial Support
Of ficer and Assistant Judici al Support Of f i ce
These officers are charged with the responsibility of dealing with the operation of the
ADCR system in the <courtroom. Il n the Magi s
already been trained in the use of the technology and are currently using the system to
deal with the operations in the courtroom. These officers are no longer operating as
Notetakerds in the courtroom and the position
continue to be obsolete as the ADCR system is implemented in other courts throughout
Trinidad and Tobago. As a result, the position of Notetaker should be replaced with the

Judici al Support Officerés position in the Ma
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Recommend 6: Salaries and Benefits

The cost proposal for salaries and benefits for the Administrative and Specially Skilled
positions is estimated at $23,058,080.00 for a one-year period and is detailed in

Appendix XII.

Recommend7: Assignment of Judicial Support

The required number of Judicial Support Officers (JSO) for the Magistracy is sixty-eight
(68) and is detailed in Appendix Xlll. The number of JSOs being proposed, takes into
account the problem that exists at present in the magistracy, there is a chronic shortage
of Notetakers (JSOs). Therefore, when someone is absent from work, a staff member
from the court registry is taken off his or her schedule to attend court. Provision must
be made for Notetakers (JSOs) at each court district to ensure that courts can operate

efficiently.

It is anticipated that because most of the positions being recommended for the Court
Reporting Services Unit structure will provide new career options in Trinidad and
Tobago, the Judiciary will have to engage in a marketing drive to build public awareness
and to encourage high school and secretarial students, in particular, to pursue studies in
the relevant subject areas. Prospective candidates will need to enroll in specialized

training programmes that the Judiciary has already established.
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Recommendation 8: Training and Training Manuals

Further, since a number of users of the ADCR systems are unclear about the policy and
procedures to follow in using the system, it is recommended that the Manager of the
Court Reporting Services Unit produce the necessary training manuals and policy and
procedural documents for consideration and approval by the Department of Court

Administration, before distributing to users.

It is also recommended that different categories of staff are retrained and retooled to

increase their comfort level in the use of the system.

Judges, Magistrates and other judicial officers also need to be trained to produce their
own log notes on their laptops in the courtroom. This is necessary in order for them to
annotate the recording or record points of law and other notes that they may want to

review and research at a later time.

Additionally, since Attorneys are key users of the system, short seminars should be
conducted for them and an appropriate information brochure provided for their
guidance. This will also serve to ensure that they understand the new courtroom

protocols and their role in ensuring the effectiveness of the system.

Recommendation 9: Proceed with Application for Approval

After this report is completed, it will be repackaged in the appropriate format for

submi ssion to the Governmentoés Public Manage:
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consideration and approval. Once approval is obtained, the report together with the
recommendations of PMCD will be forwarded to the Executive for final approval. The
positions will be advertised and the terms and conditions set by the Chief Personnel

Officer.
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APPENDIX |

NUMBER OF AUDIO DIGITAL SYSTEMS TO BE SERVICED BY THE
COURT REPORTING SERVICES UNIT

DISTRICT NUMBER OF INSTALLATION

COURTROOMS | SCHEDULE FOR THE

REMAINING UNITS

Ari ma Magi stratesd Court
(3 additional courts to be constructed) 6 (3installed thus far) | Sept. 2007
Chaguanas Magistratesd Cour|5 August 2007
Couva Magistratesoé Court
(1 addo6él court being const r|2{instaledthusfa) | Feb. 2007
Mayaro Magistrateds Court 1 May 2007
Point Fortin Magistrateso6o (2 May 2007
Princes Town Magistrateso (3 April 2007
Ri o Claro Magistrateds Cour|l April 2007
San Fernando Magistrateso (7 March/April 2007
Sangr e Grande Magistratesdé C|2 Feb/Mar. 2007
Siparia Magistratesd Court |4 August 2007
St George West Magistrat es @ 15 @3installedthus | March 2007 ( 2 add
being constructed to bring the total to 15) far) courts)
Tunapuna Magistrate s 6 Cour t 4 April 2007
Tobago Magistratesd Court 3 installed
SUB TOTAL MAGI STRATES®6 COURDS55
Supreme Court, San Fernando
(including 6 Case Management Rooms, 4 Criminal, 1 Civil, 2
Chamber, 1 Registrar, 1 Court of Appeal) 15 (13 installed thus

far)
Supreme Court, Port of Spain (including 8 Case
Management Rooms, 6 Civil, 6 Criminal, 2 Chamber, 2 31 (26 installed thus
Registrars and 3 Court of Appeal including Chamber) far)
Supreme Court, Tobago (including 1 Civil, 1 Criminal, 2
Case Management Rooms and 1 Court of Appeal) 5 (4installed thus far)
Family Court 8 installed
5 Additional Civil Courtrooms being constructed 5 May 2007
SUB-TOTAL OF SUPREME COURT COURTROOMS 64

TOTAL 119

A total of 71 audio digital systems have been installed in courtrooms in the Supreme Court and

Magi strates6 Court
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APPENDIX Il (a)

JUDICIARY OF TRINIDAD & TOBAGO

DEPARTMENT OF COURT ADMINISTRATION
Hall of Justice Knox Street Port of Spain
Trinidad & Tobago

Tel: (868) 62-TTLAW (628-8529) Ext. 2384 Fax: (868) 627-8642

MEMORANDUM

TO: Honourable Judges of the High Court DATE: 3" October 2006
Masters of the High Court

FROM: Deputy Court Executive Administrator i Ms. W. Lewis

SUBJECT: Survey Questionnaire Re Transcription Services

Please note that the Department of Court Administration (DCA) is in the process
of developing the staff structure for the Court Reporting Services Unit and an
assessment of your transcription services needs is therefore extremely important.

The audio digital recording system has been installed in courtrooms and case
management/video conference rooms in the three Supreme Court locations. The
objectives of the system are to:

1. eliminate longhand note taking by Notetakers,
Magistrates and Judges in order to reduce the length of
trials;

2. record complete court proceedings; and

3. improve timeliness and reliability in the production of
transcripts.
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All Judicial Support Officers (JSOs) will be trained in the use of the system early
in October 2006 and training dates will also be scheduled for Judges and Masters.

Attached hereto is a Survey Questionnaire regarding the requirement for
Transcription Services in the High Court. It would be appreciated if you would fill out the
guestionnaire and return it to the office of the Deputy Court Executive Administrator 1
Ms. Lewis.

The purpose of the questionnaire is to determine at what stage in the
proceedings the audio record is to be transcribed. This information will aid the DCA in
developing the necessary structure, systems and performance standards to ensure
effective Court Reporting Services in the Judiciary. Also attached, for your information,
is a pamphlet on the audio digital recording system that has been introduced to the
Supreme Court.

Your feedback will be used in conjunction with the available statistical
information to determine the staffing that will be required for the Unit to ensure efficient
and timely transcription services.

We look forward to obtaining your response by October 17, 2006.

Wendy Lewis

c.c. The Honourable the Acting Chief Justice
Court Executive Administrator
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APPENDIX Il (b)

SURVEY QUESTIONNAIRE

To be administered to Judges, Masters and Registrars of the High Court (including the Family
Court)

Please help us to improve our Court Reporting Services by taking a few minutes to fill out this
survey questionnaire about matters to be transcribed after audio digital recording. Your feedback

is important in order for the Department of Court Administration to develop the necessary

structures, systems, procedures and performance standards to ensure an effective Court
Reportina System in the Judiciarv of Trinidad and Tobaao.

Please select from the list of the following matters those which you feel should be

transcribed at the Preliminary Hearing Stage as a matter of course:

Supreme Court i Civil Supreme Court i Criminal

01 Commercial [l 11 Sexual Offences Act [

02 Family n 12 Murder [

03 Matrimonial ] 13 Offences Againstthe U

Person Act

04 Land O 14 Larceny Act n

05 Personal Action: General [] 15 Forgery Act 0

06 Personal Action: Running [ 16 Manslaughter O

Down Actions

07 Probate U 17 Attempted Murder U

08 Public Law [ 18 Firearms Act [

09 Cooperative [l 19 Kidnapping [l

10 Admiralty ] 20 Dangerous Drug Act [
21 Conspiracy to Defraud [

22 Other ]
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Please select from the list of the following matters those which you feel should be

transcribed at the Preliminary Hearing Stage upon request:

Supreme Court i Civil Supreme Court i Criminal

01  Commercial [ 11  Sexual Offences Act

02  Family 0 12 Murder

03  Matrimonial 0 13  Offences Against the
Person Act

04 Land [ 14  Larceny Act

05 Personal Action: General[] 15 Forgery Act

06 Personal Action: Running 16 Manslaughter

Down Actions
07 Probate 17 Attempted Murder
08 Public Law 18 Firearms Act

09 Cooperative 19 Kidnapping

O O d 0O

10 Admiralty 20 Dangerous Drug Act
21 Conspiracy to Defraud

22 Other
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Please select from the list of the following matters those which you feel should be

transcribed at Trial as a matter of course:

Supreme Court 1 Civil

01

02

03

04

05

06

07

08

09

10

22

Commercial
Family

Matrimonial

Land

Personal Action: General
Personal Action: Running
Down Actions

Probate

Public Law

Cooperative

Admiralty

Other

O O d 0O

Supreme Court i Criminal

11

12

13

14

15

16

17

18

19

20

21

Sexual Offences Act
Murder

Offences Against the
Person Act

Larceny Act

Forgery Act

Manslaughter

Attempted Murder
Firearms Act
Kidnapping
Dangerous Drug Act

Conspiracy to Defraud
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Please select from the list of the following matters those which you feel should be

transcribed at Trial upon request:

Supreme Court i Civil Supreme Court i Criminal

01 Commercial O 11  Sexual Offences Act U
02 Family 0 12 Murder 0
03 Matrimonial [ 13  Offences Against the [

Person Act

04 Land [ 14  Larceny Act O]
05 Personal Action: General[] 15 Forgery Act ]
06 Personal Action: Running 16 Manslaughter M

Down Actions

07 Probate O 17  Attempted Murder [
08 Public Law ] 18 Firearms Act ]
09 Cooperative O 19 Kidnapping O
10 Admiralty ] 20  Dangerous Drug Act U
21  Conspiracy to Defraud [
22 Other ]
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APPENDIX IIl (a)

JUDICIARY OF TRINIDAD & TOBAGO

DEPARTMENT OF COURT ADMINISTRATION
Hall of Justice Knox Street Port of Spain
Trinidad & Tobago

Tel: (868) 62-TTLAW (628-8529) Ext. 2384 Fax: (868) 627-8642

MEMORANDUM
TO: Chief Magistrate DATE: 27" September 2006
Senior Magistrates
Magistrates
FROM: Deputy Court Executive Administrator

SUBJECT: Survey Questionnaire Re Transcription Services

Please note that the Department of Court Administration (DCA) is in the process
of developing the staff structure for the Court Reporting Services Unit and your
requirement for transcription services is therefore extremely important.

The audio digital recording system has been installed in all courtrooms at the
Port of Spain, Arima and Scarborough Magi str a
being used in Couva, Charlotteville and Roxborough. It is anticipated that the audio
digital recording system will be installed in other courts throughout the Magistracy by
2007. See the installation schedule in the pamphlet provided. The objectives of the
system is to:

4. eliminate longhand note taking by Note takers, Magistrates and Judges in
order to reduce the length of trials;

5. record complete court proceedings; and

6. improve the timeliness and the reliability in the production of transcripts.
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All Notetakers and Magistrates will be trained in the use of the system as it is
installed in your district.

Attached hereto is a Survey Questionnaire regarding the requirement for
Transcription Services in the Magistracy. It would be appreciated if you would fill out
the questionnaire and return it to the office of the Deputy Court Executive Administrator.

The purpose of the questionnaire is to determine at what stage in the
proceedings the audio record is to be transcribed. This information will aid the DCA in
developing the necessary structures, systems and performance standards to ensure an
effective Court Reporting Services Unit in the Judiciary. Also attached, for your
information, is a pamphlet on the audio digital recording system that has been
introduced to the Magistracy.

Your feedback will be used in conjunction with the available statistical information
to determine the staffing that will be required for the Unit to ensure efficient and timely
transcription services.

We look forward to obtaining your feedback.

Wendy Lewis

c.c. The Honourable the Acting Chief Justice
Court Executive Administrator
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APPENDIX I1I (b)

SURVEY QUESTIONNAIRE

To be administered to the Magistrates

Please help us to improve our Court Reporting Services by taking a few minutes to fill out
this survey questionnaire about matters to be transcribed after audio digital recording. Your
feedback is important in order for the Department of Court Administration to develop the
necessary structures, systems, procedures and performance standards to ensure an
effective Court Reporting System in the Judiciary of Trinidad and Tobago.

Please select from the list of the following matters those which you feel should be
transcribed at the Preliminary Hearing Stage as a matter of course:

Non-Capital Matters

1.0 Indictable Matters 2.0 Summary Matter

1.1 Sexual Offences ] 2.1  Obscene Language [
1.2 Larceny L] 2.2 Unlawful Possession []
1.3 Wounding L] 2.3  Resisting Arrest L]
1.4 Fraud O 2.4  Receiving Stolen Property []
1.5 Narcotics O 2.5 Assault L]
1.6 Arms and Ammunition [] 2.6  Traffic Offences L]
1.7  Armed Robbery H

1.8 Shooting With Intent ] 3.0 Family Matters

1.9 Robbery With Violence [] 3.1 Maintenance ]
1.10 Attempted Murder ] 3.2 Adoption ]
1.11 Corruption Cases ] 3.3 Access [l
1.12 Kidnapping ] 3.4  Custody m
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1.13 Breaking and Entering []

4.0

4.1

4.2

4.3

4.4

4.5

Other

Ejectment (Landlord and Tenant) []

Petty Civil O
Private Complaints ]
Domestic Violence O
Coronersoé | nque sl
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3.5 Variation of Maintenance []

Orders

5.0 Capital Matter i Murder
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Non-Capital Matters

1.0 Indictable Matters 2.0 Summary Matter

1.1 Sexual Offences ] 2.1  Obscene Language [

1.2 Larceny L] 2.2 Unlawful Possession ]

1.3 Wounding L] 2.3  Resisting Arrest L]

1.4 Fraud O 2.4  Receiving Stolen Property []

1.5 Narcotics ] 2.5 Assault L]

1.6 Arms and Ammunition [] 2.6  Traffic Offences L]

1.7 Armed Robbery O

1.8 Shooting With Intent ] 3.0 Family Matters

1.9 Robbery With Violence ] 3.1 Maintenance ]

1.10 Attempted Murder ] 3.2 Adoption 1

1.11 Corruption Cases ] 3.3 Access 1

1.12 Kidnapping ] 3.4  Custody ]

1.13 Breaking and Entering [] 3.5 Variation of Maintenance []
Orders

4.0 Other 5.0 Capital Matter T Murder [

4.1 Ejectment (Landlord and Tenant) L]

4.2 Petty Civil O
4.3 Private Complaints [
4.4 Domestic Violence ]
45 Coronerso | nquellt
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Please select from the list of the following matters those which you feel should

be transcribed at Trial as a matter of course:

Non-Capital Matters

1.0 Indictable Matters
1.1 Sexual Offences
1.2 Larceny

1.3 Wounding

1.4 Fraud

O O O O o

1.5 Narcotics
1.6 Arms and Ammunition []
1.7 Armed Robbery O
1.8 Shooting With Intent [
1.9 Robbery With Violence ]
1.10 Attempted Murder ]
1.11 Corruption Cases ]
1.12 Kidnapping ]

1.13 Breaking and Entering ]

4.0 Other

4.1 Ejectment (Landlord and Tenant) [

4.2 Petty Civil U
4.3 Private Complaints [
4.4 Domestic Violence O
45 Coronersod | nquesht
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2.0

2.1

2.2

2.3

2.4

2.5

2.6

3.0

3.1

3.2

3.3

3.4

3.5

Summary Matter

Obscene Language []
Unlawful Possession []
Resisting Arrest [l

Receiving Stolen Property []
Assault [l

Traffic Offences ]

Family Matters

Maintenance O
Adoption O]
Access ]
Custody ]
Variation of Maintenance []

Orders



1.0

11

1.2

1.3

1.4

15

1.6

1.7

1.8

1.9

1.10 Attempted Murder
1.11 Corruption Cases
1.12 Kidnapping

1.13 Breaking and Entering

4.0

4.1

4.2

4.3

4.4

4.5

Please select from the list of the following matters those which you feel should be

transcribed at Trial upon request:

Non-Capital Matters

Indictable Matters
Sexual Offences
Larceny

Wounding

Fraud

Narcotics

Arms and Ammunition
Armed Robbery
Shooting With Intent

Robbery With Violence

O oo o oo oo o o0oogd

Other

Ejectment (Landlord and Tenant) []

Petty Civil [
Private Complaints [
Domestic Violence [
Coronerso I nquesp

2.0

2.1

2.2

2.3

2.4

2.5

2.6

3.0

3.1

3.2

3.3

3.4

3.5

5.0

7C

Summary Matter
Obscene Language
Unlawful Possession
Resisting Arrest
Receiving Stolen Property
Assault

Traffic Offences

Family Matters
Maintenance

Adoption

Access

Custody

Variation of Maintenance
Orders

Capital Matter i Murder

O O O o o d

O o o o o



APPENDIX IV (a)

JUDICIARY OF TRINIDAD & TOBAGO

DEPARTMENT OF COURT ADMINISTRATION
Hall of Justice Knox Street Port of Spain
Trinidad & Tobago

Tel: (868) 62-TTLAW (628-8529) Ext. 2384 Fax: (868) 627-8642

MEMORANDUM
TO: Hon. Judges of the High Court i Family Court DATE: 3" Oct. 2006
FROM: Deputy Court Executive Administrator i Ms. W. Lewis

SUBJECT: Survey Questionnaire Re Evaluation of the Audio Digital
Recording System

Please note that the Department of Court Administration (DCA) is in the process of
evaluating the audio digital system being implemented in the Supreme Court and the
Magistracy to ensure that all the requirements of the system are being fulfilled.

Attached hereto is a Survey Questionnaire regarding your use of the system. It
would be appreciated if you would fill out the questionnaire and return it to the office of the
Deputy Court Executive Administrator i Ms. Lewis.

The purpose of the questionnaire is to determine the effectiveness of the
procedures and polices that are currently in place and additional requirements for training
in the use of the system both in and out of the courtroom.

We look forward to obtaining your response by October 17", 2006.

Wendy Lewis

c.c. The Honourable the Acting Chief Justice
Court Executive Administrator
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APPENDIX IV (b)

ik
JUDICIARY OF TRINIDAD & TOBAGO

DEPARTMENT OF COURT ADMINISTRATION
Hall of Justice Knox Street Port of Spain
Trinidad & Tobago

Tel: (868) 62-TTLAW (628-8529) Ext. 2384 Fax: (868) 627-8642
MEMORANDUM

TO: Magistrates of the Family Court DATE: 3™ Oct. 2006
Magistratesi Scar borough Magi stratesd Court

FROM: Deputy Court Executive Administrator i Ms. W. Lewis

SUBJECT: Survey Questionnaire Re Evaluation of the Audio Digital
Recording System

Please note that the Department of Court Administration (DCA) is in the process of
evaluating the audio digital system being implemented in the Supreme Court and the
Magistracy to ensure that all the requirements of the system are being fulfilled.

Attached hereto is a Survey Questionnaire regarding your use of the system. It
would be appreciated if you would fill out the questionnaire and return it to the office of the
Deputy Court Executive Administrator i Ms. Lewis.

The purpose of the questionnaire is to determine the effectiveness of the
procedures and polices that are currently in place and additional requirements for training
in the use of the system both in and out of the courtroom.

We look forward to obtaining your response by October 17", 2006.

Wendy Lewis

c.c. The Honourable the Acting Chief Justice
Court Executive Administrator
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APPENDIX IV (c)

FEEDBACK SURVEY QUESTIONNAIRE

To be administered to Judges and Magistrates of the Family Court, and Magistrates of the Port of Spain
and Scarborough Magistratesd Court

Please help us to improve our Court Reporting Services by taking a few minutes to fill out this feedback
guestionnaire about our audio digital recording system. Your feedback is important in orde r for the
Department of Court Administration to develop the necessary structures, systems, procedures and
performance to ensure an effective Court Reporting System in the Judiciary of Trinidad and Tobago.

1. How do you utilize the audio digital system?

1 To retrieve different areas of the record after court [
for writing reasons or judgments
2 To do Personal Log Notes of key points of law or issues to be O

used when writing reasons or judgments

3 Other ]

How clear are the directions in the use of the audio digital software on your laptop?
1 Very Clearr] 2 Clear Most of the Time[] 3 Somewhat Clear [] 4 NotClear L[]

at all
5Donoét [Lnow

. How clear are you about the procedures that must be adhered to at all times in the use
of the audio digital system?

1 Very Clear [1 2 Clear Most of the Time L1 3 Somewhat Clear [1 4 Not Clear L[]
at all
5Dond6t Know thp Procedures

4. Which areals provide the greatest difficulty for you?
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5. Has the audio digital system allowed you the opportunity to focus better on the court
proceedings?
1 Strongly Agree[] 2 Agree[] 3 Not Applicable [ 4 Disagree [] 5 Strongly Disagree []

If you disagree, please provide us with feedback.

6. Has the system improved the management of the proceedings in the courtroom?

1 Strongly Agree [0 2 Agree[] 3 Not Applicable [0 4 Disagree [ 5 Strongly Disagree [

~

If you disagree, please provide us with feedback.

8. Has the audio digital system reduced the length of the court proceedings?

1 Very Much ] 2 To Some Extent[] 3 Somewhat L[] 4 Not at all [

9. Is the record of the proceedings easy for your JSO/Notetaker to retrieve in the courtroom?

1 Yes[] 2 No[J

10. Is it easy for your JSO/Notetaker to find different areas in the recording during the court

proceedings?

1 Yes [] 2 No [
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11.

12.

13.

14.

15.

16.

Do the proceedings normally run smoothly, with few delays attributable to the court recording

system?

1 Yes[]

Are you aware of any complaints from attorneys about the audio digital system?

1 Yes[]

Have you had requests from attorneys for a CD of the proceedings?

1 Yes [

If yes, what procedures did you follow?

2 No [J

2 No [J

2 No [

Do you know the cost of the CD?

Has the workload of Notetakers/JSOs decreased as a result of the audio digital

system?

1 Yes [

2 No [0
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APPENDIX V

FEEDBACK SURVEY QUESTIONNAIRE

To be administered to Transcriptionists.

Please help us to improve our Court Reporting Services by taking a few minutes to fill out this feedback
guestionnaire about our audio digital recording system. Your feedback is important in order for the
Department of Court Administration to develop the necessary structures, systems, procedures and
performance to ensure an effective Court Reporting System in the Judiciary of Trinidad and Tobago.

1. How do you utilize the audio digital system?

1 To retrieve different areas of the record ]

[

2 To produce transcripts

3 Other ]

2. How clear are the directions in the use of the audio digital system?
1 Very Clear[] 2 Clear Most of the Time[] 3 Somewhat Clear[] 4 Not Clear []

at all
5Donoét KnOw

3.  How clear are you about the procedures that must be adhered to at all times in the use
of the audio digital system ?

1 Very Clear L1 2 Clear Most of the Time L1 3 Somewhat Clear L1 4 Not Clear [
at all

5Dond6t Know thp Procedures
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4. Which areals provide the greatest difficulty for you?

5. Has the new system allowed you the ability to better manage the production of
transcripts?

1 Strongly Agree [1 2 Agree [ 3 Not Applicable [ 4 Disagree ] 5 Strongly ]
Disagree

o

If you disagree/strongly disagree, please provide us with feedback.

7. Is the record of the proceedings easy to retrieve?

1 Yes [] 2 No []

8. Is it easy to find different areas in the recording during the court proceedings?
1 Yes [ 2 No []

9. Do the proceedings normally run smoothly, with few delays attributable to the court
recording system?

1 Yes [ 2 No [

10. Are you aware of any complaints from attorneys about the system?

1 Yes [] 2 No []

11. Have you had requests from attorneys for a CD of the proceedings?

1 Yes [ 2 No [
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12. If yes, what procedures did you follow?

13. Are you aware of any complaints from attorneys about the receipt of timely
transcripts?

1 Yes [] 2 No []
14. Has the system removed the delay experienced in the old system in the production
of the transcripts?

1 Very Muchl[] 2 To Some Extent[] 3 Somewhat [] 4 Not at all []
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APPENDIX VI

FEEDBACK SURVEY QUESTIONNAIRE

To be administered to Notetakers i Port of Spain and Scarborough and Judicial Support Officers, Family
Court.

Please help us to improve our Court Reporting Services by taking a few minutes to fill out this feedback
guestionnaire about our audio digital recording system. Your feedback is important in order for the
Department of Court Administration to develop the necessary structures, systems, procedures and
performance to ensure an effective Court Reporting System in the Judiciary of Trinidad and Tobago.

1. How do you utilize the audio digital system?

1 To do Log Notes for the Court Record O
2 To take Minutes for the court Record [
3 To record the Court Proceedings 0

4 To retrieve different areas of the record in Court [l
for the Judge, Magistrates and Attorneys

5 To do Personal Log Notes of key points of n
law or issues to be used when writing reasons

6 To archive the recording to the server O

7 Other [

2. How clear are the directions in the use of the audio digital system?

1 Very Clear [] 2 Clear Most of the Time 7 3 Somewhat Clear[] 4 Not Clear []
at all

5Dondot (fnow

3. Areyou clear on the instructions for the synchronization of the ADR system in the
courtroom and the server on the network?

79




1 Very Clear [] 2 Clear Most of the Time [] 3 Somewhat Clear ] 4 Not Clear O
at all

5 Dondfg Know

How clear are you about the procedures that must be adhered to at all times in the use
of the audio digital system?

1 Very Clearl] 2 Clear Most of the Timel.] 3 Somewhat Clearl] 4 Not Clear [l
at all

5 Dondét Know ftjhe Procedures

Which area/s provide the greatest difficulty for you?

Has the new system allowed you the opportunity to focus better on the court
proceedings?

1 Strongly Agree [] 2 Agree [ 3 Not Applicable[] 4 Disagree [l 5 Strongly [
Disagree

If you disagree/strongly disagree, please provide us with feedback.

Has the system improved the management of the proceedings in the courtroom?

1 Strongly Agree [] 2 Agree [] 3 Not Applicable 4 Disagree o 5 Strongly
Disagree

If you disagree/strongly disagree, please provide us with feedback.
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10. Has the system reduced the length of the court proceedings?
1 Very Mucl] 2 To Some Extent[] 3 Somewhat [ 4 Not at all [
11. Isthe record of the proceedings easy to retrieve?
1 Yes [] 2 No []
12. Isit easy to find different areas in the recording during the court proceedings?
1 Yes [ 2 No [
13. Do the proceedings normally run smoothly, with few delays attributable to the court
recording system?
1 Yes [ 2 No [
14. Are you aware of any complaints from attorneys about the system?
1 Yes [] 2 No []
15. Have you had requests from attorneys for a CD of the proceedings?
1 Yes [ 2 No []
16. If yes, what procedures did you follow?
17. Do you know the cost of the CD?
18. Has the workload of Notetakers decreased as a result of the audio digital system?

1 Yes []

2 No []
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APPENDIX VII

FEEDBACK SURVEY QUESTIONNAIRE T PRE-TESTING

To be administered to Judges of the Family Court, Magistrates (Family Court and Port of Spain and
Scarborough Magistrateso Court), Supervisors/ Man
Transcriptionists

Please help us to improve our Court Reporting Services by taking a few minutes to fill out this feedback
guestionnaire about our audio digital recording system. Your feedback is important in order for the
Department of Court Administration to develop the necessary structures, systems, procedures and
performance to ensure an effective Court Reporting System in the Judiciary of Trinidad and Tobago.

1. In what capacity are you a user of the audio digital recording system?

1 Notetaker/JSO[] 2 Magistrate [] 3Manager / Supd{r vi sor O

2. How do you utilize the audio digital system?

1 To do Log Notes for the Court Record
2 To take Minutes for the Court Record

3 To record the Court Proceedings

O O O 0O

4 To retrieve different areas of the record in
Court for the Magistrate and Attorneys

5 To do Personal Log Notes of key points of
law or issues to be used when writing reasons

[

6 To produce transcripts ]

7 Other L]
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How clear are the directions in the use of the audio digital system?

1 Very Clear [] 2 Clear Most of the Time 03 Somewhat Clear[] 4 Not Clear O
at all
5Dondt Kpnow

How clear are you about the procedures that must be adhered to at all times in the use
of the audio digital system ?
1 Very Clear [1 2 Clear Most of the Timel.l 3 Somewnhat Clearl] 4 Not Clear [

at all
5Dondt Know thl Procedures

Which area/s provide the greatest difficulty for you?

Has the new system allowed you the:

4a. opportunity to focus better on the court proceedings?

1 Strongly Agree [ 2 Agree [ 3 Not Applicable[] 4 Disagree[] 5 Strongly [
Disagree

4b. ability to better manage the production of transcripts?

1 Strongly Agree [ 2 Agree [ 3 Not Applicable[] 4 Disagree [] 5 Strongly O
Disagree

If you disagree/strongly disagree, please provide us with feedback.
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7. Has the system improved the management of the proceedings in the courtroom?

1 Strongly Agree [] 2 Agree [] 3 Not Applicable O 4 Disagree [ 5 Strongly O

Disagree
8. If you disagree/strongly disagree, please provide us with feedback.
9. Has the system reduced the length of the court proceedings?
1 Very Much ] 2 To Some Extent[] 3 Somewhat L] 4 Not at all [

10. Is the record of the proceedings easy to retrieve?

1 Yes [ 2 No [

11. Isit easy to find different areas in the recording during the court proceedings?
1 Yes [] 2 No []
12. Do the proceedings normally run smoothly, with few delays attributable to the court
recording system?

1 Yes [] 2 No []

13. Are you aware of any complaints from attorneys about the system?

1 Yes [] 2 No []

14. Have you had requests from attorneys for a CD of the proceedings?

1 Yes [ 2 No [
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15. If yes, what procedures did you follow?

16. Are you aware of any complaints from attorneys about the receipt of timely
transcripts?

1 Yes ] 2 No []
17. Has the system removed the delay experienced in the old system in the production
of the transcripts?

1 Very Much [ 2 To Some Extent [ 3 Somewhat [] 4 Not at all [

18. Has the workload of Notetakers decreased as a result of the audio digital system?

1 Yes [] 2 No []
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APPENDIX VIII (Table 11 37)

Table 1 : How do you utilize the audio digital court recording system?

How the system is used Response Percentage
To retrieve different areas of the record | 7 out of 14 50.0

To produce transcripts 14 out of 14 100.0

Other 3outof 14 21.4

Table 2: How clear are the directions in the use of the audio digital court

recording system?

Clarity of directions in use of system | Response Percentage
Number
Very clear 8 out of 14 57.1
Clear Most of the Time 4 out of 14 28.6
Somewhat Clear 1 out of 14 7.1
Not Clear at all O out of 14 -
Donét Know 1 out of 14 7.1

Table 3: How clear are you about the procedures that must be adhered to at
all times in the use of the audio digital court recording system?

Clarity on procedures to be adhered | Response Number | Percentage
to at all times

Very Clear 7 out of 14 50.0

Clear Most of the Time 5 out of 14 35.7
Somewhat Clear 1 out of 14 7.1

Not Clear at all O out of 14 -

Donot Know the Pr odqloutofld 7.1
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Table 4: Which area/s provide the greatest difficulty for you?

Areas of greatest difficulty? Response Number | Percentage
0 1 out of 14 7.1

1 6 out of 14 42.9

2 2 out of 14 14.3

3 1 out of 14 7.1

4 1 out of 14 7.1

5 1 out of 14 7.1

6 2 out of 14 14.3

This table was open for respondents to provide comments. Summary of Chart 4

refers.

Table 5: Has the new system allowed you the ability to better manage the

production of transcripts?

Is the system allowing a better Response Number | Percentage
management of the production of

transcripts?

Strongly Agree 4 out of 14 28.6

Agree 4 out of 14 28.6

Not Applicable 5 out of 14 35.7
Disagree 0 out of 14 -

Strongly Disagree 0 out of 14 -
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Table 6: Is the record of the proceedings easy to retrieve?

Is it easy to receive the Response Number | Percentage
proceedings?

Yes 13 out of 14 92.9

No 1 out of 14 7.1

Table 7: Is it easy to find different areas in the recording during the court

proceedings?

Easy to find different areas in the Response Number | Percentage
recording

Yes 10 out of 14 71.4

No 3 out of 14 21.4

Not stated 1 out of 14 7.1

Table 8: Do the proceedings normally run smoothly, with few delays
attributable to the court recording system?

Proceedings normally run smoothly | Response Number | Percentage
Yes 12 out of 14 85.7

No 1 out of 14 7.1

Not stated 1 out of 14 7.1

Table 9: Are you aware of any complaints from attorneys about the system?

Are there any complaints about the | Response Number | Percentage
system?

Yes 2 out of 14 14.3

No 12 out of 14 85.7
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Table 10: Have you had requests from attorneys for a CD of the

proceedings?

Is a CD requested for the Response Number | Percentage
proceedings?
Yes 2 outof 14 14.3
No 12 out of 14 85.7

Table 11: If yes, what procedures did you follow?
What procedures were followed? Response Number | Percentage
Information passed on to relevant 2 out of 14 14.3
persons
No 12 out of 14 85.7

Table 12: Are you aware of any complaints from attorneys about the receipt

of timely transcripts?

Do you know of any complaints Response Number | Percentage
about the receipt of timely

transcripts?

Yes 2 out of 14 14.3

No 11 out of 14 78.6

Table 13: Has the system removed the delay experienced in the old system in

the production of the transcripts?

New system has removed delays Number Percentage
experienced in the old system in the

making of the transcripts?

Very much 9 out of 14 64.3

N/A 5 out of 14 35.7
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Table 14: How do you utilize the audio digital court recording system?

How the system is used Response Number | Percentage
To do Log Notes for the Court Record | 11 out of 19 57.9
To take Minutes for the Court Record 8 out of 19 42.1
To record the Court Proceedings 18 out of 19 94.7
To retrieve different areas of the record | 10 out of 19 52.6
in Court for the Judge, Magistrate and

Attorneys

To do Personal Log Notes of key points | O out of 19 -

of law or issues to be used when

writing reasons

To archive the recording to the server 1 out of 19 5.3
Other 2 out of 19 10.5

Table 15: How clear are the directions in the use of the audio digital court

recording system?

Clarity of directions in use of system | Response Percentage
Number

Very clear 4 out of 19 21.1

Clear Most of the Time 11l outof19 |57.9

Somewhat Clear 3outof19 15.8

Not Clear at all 1 out of 19 5.3
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Table 16: Are you clear on the instructions for the synchronization of the ADCR
system in the courtroom and the server on the network?

Clarity on the instructions Response Percentage
Number

Very Clear 1 out of 19 5.3

Clear Most of the Time 3outof 19 15.8

Somewhat Clear 3outof 19 15.8

Not Clear at all 4 out of 19 21.1

Dondét Know 8 out of 19 42.1

Table 17: How clear are you about the procedures that must be adhered to at all

times in the use of the audio digital system?

Clarity on procedures to be adhered to | Response Percentage
at all times Number

Very Clear 3 out of 19 15.8

Clear Most of the Time 9 out of 19 47.4
Somewhat Clear 2 out of 19 10.5

Not Clear at all 1 out of 19 53
Donot Know t he Pr oc]|4outofl9 21.1
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Table 18: Which areals provide the greatest difficulty for you?

progress

Areas of greatest difficulty difficult? | Response Percentage
Number

None 2 out of 19 10.5
Retrieval of different areas of record 4 out of 19 21.1
Synchronization of ADR and server 3 outof 19 15.8
Deleting erroneous information 1 out of 19 5.3

Merge Log Notes 1 out of 19 5.3

Typing logs quickly while matter is in 1 out of 19 5.3

Table 19: Has the new system allowed you the opportunity to focus better on

the court proceedings?

New system allows for focus better Response Percentage
on the court proceedings? Number

Strongly Agree 2 out of 19 10.5

Agree 10 out of 19 52.6

Not Applicable 2 out of 19 10.5
Disagree 0 out of 19 -

Strongly Disagree O out of 19 -
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Table 20: Has the system improved the management of the proceedings in the

courtroom?
Improved management of Response Percentage
proceedings? Number
Strongly Agree 3outof 19 15.8
Agree 13 out of 19 68.4
Not Applicable 1 out of 19 5.3
Disagree 0 out of 19 -
Strongly Disagree O out of 19 -

Table 21: Has the system reduced the length of the court proceedings?

System has reduced the length of Number Percentage
proceedings

Very much 10 out of 19 52.6

To some extent 6 out of 19 31.6
Somewhat 1 out of 19 5.3

Not at all 1 out of 19 53

Table 22: Is the record of the proceedings easy to retrieve?

Easy to retrieve the proceedings? Response Percentage
Number

Yes 12 out of 19 63.2

No 6 out of 19 31.6
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Table 23: Is it easy to find different areas in the recording during the court

proceedings?

Easy to find different areas in the Response Percentage
recording? Number

Yes 8 out of 19 42.1

No 10 out of 19 52.6

Table 24: Do the proceedings normally run smoothly, with few delays
attributable to the court recording system?

With few set backs do the Response Percentage
proceedings run normal and Number

smooth?

Yes 17 out of 19 89.5

No 1 out of 19 5.3

Table 25: Are you aware of any complaints from Attorneys about the system?

Are there any complaints about the Response Percentage
system? Number

Yes 5 out of 19 26.3

No 14 out of 19 73.7

Table 26: Have you had requests from Attorneys for a CD of the proceedings?

Is a CD requested for the Response Percentage
proceedings? Number

Yes 4 out of 19 211

No 15 out of 19 78.9
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Table 27: If yes what procedures did you follow?

What procedure followed? Response Percentage
Number

Direct Request 3 out of 19 15.8

No Procedure followed 1 out of 19 5.3

Not Applicable 15 out of 19 78.9

Table 28: Do you know the cost of the CD?

Are you aware of the price of the CD? | Response Percentage
Number

Yes 0 out of 19 -

No 17 out of 19 89.5

Table 29: Has the workload of Notetakers decreased as a result of the audio

digital system?

Is the work less as a result of the Number Percentage
system?

Yes 13 out of 19 68.4

No 5out of 19 26.3
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Table 30: Transcription at the Preliminary Stage as a matter of course

Civil Matters
Type of Matter Response Percent
Number

Commercial 4 out of 14 28.6
Family 4 out of 14 28.6
Matrimonial 4 out of 14 28.6
Land 4 out of 14 28.6
Personal Action i General 3 out of 14 21.4
Personal Action T Running 3 out of 14 21.4
Down Action

Probate 3 out of 14 21.4
Public Law 6 out of 14 42.8
Cooperative 1 out of 14 7.1
Admiralty 4 out of 14 28.6

Table 31: Transcription at the Preliminary Stage as a matter of course

Criminal Matters

Type of Matter Response Percent
Number
Sexual Offences Act 2 out of 14 14.3
Murder 4 out of 14 28.6
Offences Against the Person | 1 out of 14 7.1
Larceny Act 1 out of 14 7.1
Forgery Act 1 out of 14 7.1
Manslaughter 3 out of 14 21.4
Attempted Murder 1 out of 14 7.1
Firearms Act 1 out of 14 7.1
Kidnapping 3 out of 14 21.4
Dangerous Drugs Act 3 out of 14 21.4
Conspiracy to Defraud 3 out of 14 21.4
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Table 32: Transcription at the Preliminary Stage upon request

Civil Matters
Type of Matter Response Percent
Number

Commercial 4 out of 14 28.6
Family 5 out of 14 35.7
Matrimonial 4 out of 14 28.6
Land 5 out of 14 35.7
Personal Action i General 4 out of 14 28.6
Personal Action T Running 4 out of 14 28.6
Down Action

Probate 4 out of 14 28.6
Public Law 5 out of 14 35.7
Cooperative 4 out of 14 28.6
Admiralty 2 out of 14 14.3

Table 33: Transcription at the Preliminary Stage upon request

Criminal Matters

Type of Matter Response Percent
Number
Sexual Offences Act 1 out of 14 7.1
Murder 0 out of 14 0
Offences Against the Person | 1 out of 14 7.1
:Larceny Act 0 out of 14 0
Forgery Act 1 out of 14 7.1
Manslaughter 0 out of 14 0
Attempted Murder 1 out of 14 7.1
Firearms Act 1 out of 14 7.1
Kidnapping 0 out of 14 0
Dangerous Drugs Act 0 out of 14 0
Conspiracy to Defraud 0 out of 14 0
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Table 34: Transcription at the Trial Stage as a matter of course

Civil Matters
Type of Matter Response Percent
Number

Commercial 7 out of 14 50.0
Family 5 out of 14 35.7
Matrimonial 5 out of 14 35.7
Land 7 out of 14 50.0
Personal Action 1 General 5 out of 14 35.7
Personal Action i Running 5 out of 14 35.7
Down Action

Probate 6 out of 14 42.8
Public Law 9 out of 14 64.3
Cooperative 4 out of 14 28.6
Admiralty 7 out of 14 50.0

Table 35: Transcription at the Trial Stage as a matter of course

Criminal Matters

Type of Matter Response Percent
Number
Sexual Offences Act 5 out of 14 35.7
Murder 6 out of 14 42.8
Offences Against the Person | 4 out of 14 28.6
Larceny Act 3 out of 14 21.4
Forgery Act 4 out of 14 28.6
Manslaughter 6 out of 14 42.8
Attempted Murder 4 out of 14 28.6
Firearms Act 4 out of 14 28.6
Kidnapping 6 out of 14 42.8
Dangerous Drugs Act 6 out of 14 42.8
Conspiracy to Defraud 6 out of 14 42.8
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Table 36: Transcription at the Trial Stage upon request

Civil Matters
Type of Matter Response Percent
Number

Commercial 4 out of 14 28.6
Family 4 out of 14 28.6
Matrimonial 3 out of 14 21.4
Land 4 out of 14 28.6
Personal Action i General 4 out of 14 28.6
Personal Action i Running 2 out of 14 14.3
Down Action

Probate 4 out of 14 28.6
Public Law 3 out of 14 21.4
Cooperative 3 out of 14 21.4
Admiralty 2 out of 14 14.3

Table 37: Transcription at the Trial Stage upon request

Criminal Matters

Type of Matter Response Percent
Number
Sexual Offences Act 1 out of 14 7.1
Murder 0 out of 14 0
Offences Against the Person | 2 out of 14 14.3
Larceny Act 2 out of 14 14.3
Forgery Act 2 out of 14 14.3
Manslaughter 0 out of 14 0
Attempted Murder 2 out of 14 14.3
Firearms Act 2 out of 14 14.3
Kidnapping 0 out of 14 0
Dangerous Drugs Act 0 out of 14 0
Conspiracy to Defraud 0 out of 14 0
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APPENDIX IX

COURT REPORTING SERVICES UNIT STRUCTURE

(Separate attachment)
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APPENDIX X COURTROOM OPERATION AND COURT

REPORTING SERVICES FLOW
Judge/Magistrates and other Judicial Officers

A 4

Supported by a JSO/Notetaker
A performs a function test prior to the commencement of court sittings to ensure the Audio Dig
Court Recording system is working properly;
A electronically records the court proceedings;
A records log notes on the system:;
A playback areas in the proceedings as requested by the presiding Judge/Magistrate; and
A monitor the system is functioning efficiently. Or
Supported by a Judicial Support Officer in the Supreme Court
and a Computer Aided @nscription (CAT) Reporter doing Retithe Reporting of the court proceedingy

A 4 A 4

ACAT Reporter doing Redlime Court Transcriptionist or Judicial Secretaryj
Reporting either providing online ooffline
transcription

ACourt Rapid Text Entry Specialist

A 4 A 4

Scopist Production of Transcript by Court Transcriptionist,
A Edits the machine shorthamolEnglish Court Rapid Text Entry Transcriptionist or Judicial
translation to check for any Secretary with the aid of log notes from the
mistranslation/untranslations by using JSO/Notetaker
back up devices to verify accuracy

Proofreaders proofreadtle
transcript

\ 4
Production and Certification of

Requests are made for Transcript by the CAT Reporters/
Transcripts to the Head of Transcriptionists/Judicial Secretes

Transcription or Head of
CAT Reporting

A

A 4

v The transcript is then prepared (bound) by th
After sign off by the Head CAT Reporting Section or Transcription
of CAT or Head of Section for dispatch to Court of Appeal, BP
Transcription, the requests Attorneys and other Agencies. The transcrig
are then passed to the Cou is also archived

E-Transcript Officer for
Production of the CD or
Print Copy 101




APPENDIX Xl (a)

JOB DESCRIPTION

SECRETARY
COURT REPORTING SERVICES UNIT

KIND OF WORK

Advanced secretarial work with related clerical duties. The position of Secretary is
critical to the efficient functioning of the Court Reporting Services Unit. Duties are
required to be performed with some degree of initiative and independence. The
employee is expected to decide what matters may be dealt with immediately, or should
be referred to the Manager.

EXAMPLES OF WORK

> > > > > > >

Performs advanced stenographical and clerical duties.

Serves in a highly confidential capacity and exercises a considerable amount of
initiative, judgment and tact.

Assists in  preparation of official correspondence, status reports,
procedures/policies and plans and budgets.

Maintains a filing system of correspondence, reports, circulars, confidential
matters and other electronic records.

Prepares agenda for meetings, records minutes, circulates minutes as may be
required.

Assists in the organization and coordination of the daily schedule of the Manager
and the maintenance of appointments.

Attends to enquiries over the telephone, arranges interviews and makes
appointments on behalf of the Manager as may be necessary.

Responds to trouble calls and channels information for the attention of the
Manager of the Court Reporting Services Unit or the Information Technology
Department.

Assists with any additional duties as may be required for the efficient functioning
of the Unit.

REQUIRED KNOWLEDGE, SKILLS AND ABILITIES

A

A
A

Ability to observe and maintain the highest level of confidentiality in an
atmosphere, which requires a character of impeccable integrity.

Considerable knowledge of modern office practices and procedures.

Knowledge of the broad functions of the Judiciary, as well as the Rules and
Regulations relating thereto.
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Skilled in the composition and preparation of letters, memoranda, minutes and
reports at the highest standard.

Exhibit very good communication skills, written and oral.

Exhibit very good interpersonal skills.

Exhibit excellent organizational skills.

High standard of computer operating proficiency.

Ability to perform clerical duties of a secretarial nature.

Ability to multi-task in a fast paced environment.

Ability to establish and maintain effective working relationships.

Ability to work within the Policies and Procedures established by the Judiciary.

MINIMUM EXPERIENCE AND TRAINING

A

A

A

A

Considerable experience in secretarial work and associated duties and training
as evidenced by at least five (5) GCE/CXC Ordinary Level passes (including
English Language).

Evidence of having passed approved examinations in shorthand at the rate of not
less than 100 words per minute and in typing at the rate of not less than 45
words per minute.

Evidence of having received training in the use of word processing software,
supplemented by successful completion of an appropriate in-service training
course in secretarial skills.

Any equivalent combination of experience and training will be considered.
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APPENDIX Xl (b)

JOB DESCRIPTION

CLERICAL ASSISTANT
COURT REPORTING SERVICES UNIT

KIND OF WORK
An officer in this class performs routine clerical duties in the Court Reporting Services

Unit.

EXAMPLES OF WORK

A

DD D> D>y D> D> D> D

Maintains files of correspondence, reports, circulars, minutes and other records
related to the consultancy.

Receives, registers and distributes incoming correspondence.

Registers and dispatches outgoing correspondence.

Receives, locates and prepares material for submission to a Senior Officer.
Assists in the preparation of venues for the conduct of conferences, meetings
and training programmes to be executed by the consultants.

Carries out incidental typing using a computer and operates other standard office
equipment.

Skilled in the composition and preparation of letters, memoranda, minutes and
reports at the highest standard.

Ability to communicate clearly and concisely both orally and in writing.

Exhibit very good inter-personal skills.

Exhibit excellent organizational skills.

Ability to perform clerical duties of a secretarial nature.

Ability to establish and maintain effective working relationships.

Ability to observe and maintain the highest level of confidentiality in an
atmosphere, which requires a character of impeccable integrity.

MINIMUM EXPERIENCE AND TRAINING

A

> >

Considerable experience in secretarial and clerical work and training as
evidenced by the possession of five (5) GCE/CXC Ordinary level passes
including English Language.

Evidence of successful completion of approved examinations in typing (minimum
rate of 45 words per minute).

Must Be Computer Literate and Familiar With Microsoft Office Suite.

Any equivalent combination of experience and training will be considered.
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APPENDIX XI (c)

JOB DESCRIPTION

COURIER
COURT REPORTING SERVICES UNIT

KIND OF WORK

Routine messengerial work. An employee in this class performs routine messenger
service work for the Court Reporting Services Unit. Duties include delivering and
collecting mail, memoranda and other documents to and from other establishments and
performing simple clerical tasks. Duties are learned on the job and the employee
receives special instructions as to the methods to be followed on new assignments.
Confidentiality is essential. Work is reviewed by a senior officer through general
observations.

EXAMPLES OF WORK

A Collects, sorts and distributes incoming mail, memoranda, packages, records
and other materials in accordance with fixed schedules; also sorts and stamps
out-going mail and makes appropriate entries in the register.
Collects mail and packages from the Post Office, makes deliveries and enters
letters and parcels in dispatch book.
Arranges rooms for conferences and hearings.
Packs books and articles, affixes labels on envelopes and answers office inter-
communication and telephone as required.
Operates simple office equipment such as photocopying machine.
Acts as a receptionists where necessary, directing visitors to proper offices within
clear guidelines as it relates to the Court Reporting Services Unit and Court
Security.
Distributes office and other supplies to the various departmental Units.
Performs related work as may be required.

> >> >

> >

REQUIRED KNOWLEDGE, SKILLS AND ABILITIES

Ability to understand simple, oral and written communications.

Ability to perform simple clerical tasks.

Ability to establish and maintain effective working relationships with other employees
and the public.

Physical strength necessary for making messenger rounds.

MINIMUM EXPERIENCE AND TRAINING
Training as evidence by Primary School Leaving Certificate or it equivalent.
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APPENDIX XI (d)

JOB DESCRIPTION

COURT RAPID TEXT ENTRY SPECIALIST
COURT REPORTING SERVICES UNIT

KIND OF WORK

The primary responsibility of this officer is to accurately produce a written transcript of
court proceedings, hearings and conferences in keeping with the Rules of Court or other
procedural direction utilizing an Audio Digital Court Recording system at a higher speed
than a transcriptionist.

EXAMPLES OF WORK

A

> D

> I > D

Accurately transcribes court proceedings, hearings and conferences and
produces documents in draft or final format.

Provides transcript to the Court, Legal Counsel, parties and other persons upon
request and in accordance with Rules of Court, Statutes and Policies.

Edits material for accuracy.

Photocopies and binds material for dispatching to the Office of the Director of
Public Prosecution, the High Court and the Court of Appeal or other external
agencies.

Archives all proceedings using the database for entry and retrieval of information.
Maintains log sheets of matters that have been assigned for transcription.
Ensures that all edited transcripts are certified.

Performs any other related function.

REQUIRED KNOWLEDGE, SKILLS AND ABILITIES

> > >> > >

A Knowledge of legal document format, legal processes and procedures, and legal
and/or medical terminology.

Considerable knowledge of English language usage, including but not limited to
grammar, punctuation and spelling.

Considerable knowledge of hardware and software, which may include networks,
word processing and database software.

The ability to use electronic recording equipment and software.

The ability to listen and concentrate for extended periods of time and work under
pressure during intense court proceedings.

The ability to prioritize and organize workload to meet transcript production
guidelines.

The ability to use reference materials to research citations that may have been
submitted or cited to the Court.

10¢



>\

> >> >

The ability to observe and maintain the highest level of confidentiality and
integrity.

The ability to establish and maintain effective working relationships with other
employees, Judges, Magistrates, Attorneys, other professionals and the general
public.

The ability to understand and execute complex verbal and written instructions;
and

Excellent Computer Skills.

Must be able to work under pressure; possess above average verbal ability and
good vocabulary; appreciate the necessity to produce almost perfect transcripts.
The deliverables will be similar to that of the transcriptionist. However, this
officer will be required to produce a minimum of 1% to twice as much work as a
transcriptionist.

MINIMUM EXPERIENCE AND TRAINING

A
A

A

A

A

Training as evidenced by the possession of at least five (5) GCE/CXC Ordinary
Level passes including English language (General | or II).

Training in machine shorthand theory and have proven ability to write conflict free
machine shorthand at a minimum of 120 words per minute; typewriting speed of
45 words per minute.

Knowledge and skill in the use of a CAT software package and legal dictionary
building.

Training and experience in the use of computer-aided transcription software will
be an asset.

Any equivalent combination of experience and training will be considered.
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PENDIX XI(e)

JOB DESCRIPTION

HEAD OF COURT TRANSCRIPTION
COURT REPORTING SERVICES UNIT

KIND OF WORK
s officerds role is primarily supervisory
clerical position and familiarity with the courtroom environment and procedures are
necessary. Must have knowledge of audio digital equipment and be able to do minor
troubleshooting, if necessary. Must be reliable and demonstrate high levels of honesty

Thi

andi

ntegrity. This officer reports to the Manager of the Court Reporting Services Unit.

EXAMPLES OF WORK

A

A

Supervises the Transcription Section in a Magisterial district or Supreme Court
location.

Ensures that Judicial Support Officers are assigned to courtrooms to do log notes
and monitor audio digital court recording system.

Checks that established standards and guidelines re transcription, log notes,
backup and storage, labeling, monitoring etc are maintained.

Assigns transcriptionists/rapid text entry specialists/proof readers as required.
Assists in the establishment and maintenance of operational systems.

Ensures that transcriptionists conform to set standards for the presentation of
transcripts, timely delivery and accuracy.

Determines priorities for the production of transcripts based on urgency, duration of
proceedings and nature of matter.

Substitutes for transcriptionists when necessary.

Determines which matters need the at
judicial officers.

Maintains personal files for court transcripts.

Evaluates the performance of staff based on established performance standards
and policy.

Receives calls from Judges, Magistrates, other judicial officers, attorneys, parties
and others regarding the production of transcripts and scheduling.

Prepares reports on the status of matters to be transcribed.

Maintains database of matters heard and determined in the district so that retrieval
of CDs and transcripts is possible.

Liaises with Area Court Managers, Clerks of the Peace, Senior Magistrates/Judges
to ensure proceedings of the court are recorded and transcribed in accordance
with stated policy.

Performs a variety of support tasks.
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REQUIRED KNOWLEDGE, SKILLS AND ABILITIES

> > D>I>> > D> > P

>\

Ability to supervise staff.

Knowledge of transcription format.

Excellent communication skills (written and verbal).

Knowledge of legal document format, legal processes and procedures, and legal
and/or medical terminology.

Ability to guide staff in English language usage, including but not limited to
grammar, punctuation and spelling.

Excellent Computer Skills.

The ability to use electronic recording equipment and software.

The ability to prioritize and organize workload to meet transcript production
guidelines.

The ability to guide staff in the use reference materials to research citations that
may have been submitted or cited to the Court.

The ability to observe and maintain the highest level of confidentiality and integrity.
The ability to establish and maintain effective working relationships with other
employees, Judges, Magistrates, Attorneys, other professionals and the general
public.

Knowledge of the broad function of the Judiciary as well as the Rules of Court and
Procedures will be an asset.

MINIMUM QUALIFICATIONS AND EXPERIENCE

A
A
A

A

Training as evidenced by the possession of at least five (5) GCE/CXC Ordinary
Level passes including English language (General | or II).

The Certificate in Public Administration or an Associate Degree from a recognized
institute.

Two (2) to three (3) years supervisory experience.

Any equivalent combination of experience and training will be considered.

Possession of the following will be an Asset:

A

A

Evidence of successful completion of approved examinations in typing (minimum
rate of 50 words per minute.

Training as evidenced by Certification in Medical Transcription or Court
Transcription from a recognized institution or Level | of the Computer Aided
Transcription (CAT) programme.



APPENDIX XI (f)

JOB DESCRIPTION

COURT SCOPIST
COURT REPORTING SERVICES UNIT

KIND OF WORK

The Scopist is a text editor that will work alongside a Computer Aided Transcription
(CAT) Reporter and The Court Rapid Text Entry Specialist. The Scopist will be required
to perform the initial edit of the transcript. The final review and certification of the
transcript is performed by the CAT Reporter.

EXAMPLES OF WORK

A

Reviews/edits a rough copy of the proceedings whether it is on disk or is
simultaneously di spl ayed on a compu
machine.

Carefully reads the stenograph-to-English translation to check for any
Ami stransl atmemy mau c(hil laesr ehoi nst ead of

Corrects words such as proper names or technical terms that were not in the
CAT Reporterds computer dictionary.

Ensures that the transcript is in the requested format and gives to the CAT
Reporter for a final review.

Makes corrections or highlights questionable items as the transcript scrolls by on
the computer screen when the Scopist is working on a simultaneously displayed
transcript.

REQUIRED KNOWLEDGE, SKILLS AND ABILITIES

A

> > >

Knowledge of legal document format, legal processes and procedures, and legal
and/or medical terminology.

Considerable knowledge of English language usage, including but not limited to
grammar, punctuation and spelling.

Considerable knowledge and proficiency in the CAT software.

The ability to use electronic recording equipment and software.

The ability to listen and concentrate for extended periods of time and work under
pressure during intense court proceedings.

The ability to prioritize and organize workload to meet transcript production
guidelines.
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The ability to use reference materials to research citations that may have been
submitted or cited to the Court.

The ability to observe and maintain the highest level of confidentiality and
integrity.

Demonstrated strength in English grammar and a keen appreciation of the need
for accuracy in editing.

The ability to establish and maintain effective working relationships with other
employees, Judges, Magistrates, Attorneys, other professionals and the general
public.

Excellent Computer Skills.

MINIMUM EXPERIENCE AND TRAINING

A

A
A
A

Entry-level position for a candidate who may have started but not completed an
approved court reporting training programme.

Certification indicating competency of machine shorthand speed of 100 1 120.
This officer must have some level of competency in the use of CAT software or
be prepared to be trained in its use.

Any equivalent combination of experience and training will be considered.
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APPENDIX XI (g)

JOB DESCRIPTION

COURT TRANSCRIPTIONIST (ELECTRONIC)
COURT REPORTING SERVICES UNIT

KIND OF WORK

The primary responsibility of this officer is to accurately produce a written transcript of
court proceedings, hearings and conferences in keeping with the Rules of Court or other
procedural direction utilizing an Audio Digital Court Recording system.

EXAMPLES OF WORK

A

> >
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Accurately transcribes court proceedings, hearings and conferences and
produces documents in draft or final format.

Provides transcript to the Court, Legal Counsel, parties and other persons upon
request and in accordance with Rules of Court, Statutes and Policies.

Edits material for accuracy.

Photocopies and binds material for dispatching to the Office of the Director of
Public Prosecution, the High Court and the Court of Appeal or other external
agencies.

Archives all proceedings using the database for entry and retrieval of information.
Maintains log sheets of matters that have been assigned for transcription.
Ensures that all edited transcripts are certified.

Performs any other related function.

REQUIRED KNOWLEDGE, SKILLS AND ABILITIES:

A

> > > > >

Knowledge of legal document format, legal processes and procedures, and legal
and/or medical terminology.

Considerable knowledge of English language usage, including but not limited to
grammar, punctuation and spelling.

Considerable knowledge of hardware and software, which may include networks,
word processing and database software.

The ability to use electronic recording equipment and software.

The ability to listen and concentrate for extended periods of time and work under
pressure during intense court proceedings.

The ability to prioritize and organize workload to meet transcript production
guidelines.

The ability to use reference materials to research citations that may have been
submitted or cited to the Court.
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A

The ability to observe and maintain the highest level of confidentiality and
integrity.

The ability to establish and maintain effective working relationships with other
employees, Judges, Magistrates, Attorneys, other professionals and the general
public.

Knowledge of the broad function of the Judiciary as well as the Rules of Court
and Procedures will be an asset.

The ability to understand and execute complex verbal and written instructions.
Excellent Computer Skills.

MINIMUM EXPERIENCE AND TRAINING

A
A

A

> >

Training as evidenced by the possession of at least five (5) GCE/CXC Ordinary
Level passes including English language (General | or II).

Evidence of successful completion of approved examinations in typing (minimum
rate of 50 words per minute.

Training as evidenced by Certification in Medical Transcription or Court
Transcription from a recognized institution or Level | of the Computer Aided
Transcription (CAT) programme; or

CAT training up to a level of 100 wpm T Testimony, Literary and Jury Charge.
Any equivalent combination of experience and training will be considered.
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APPENDIX XI (h)

JOB DESCRIPTION

COURT PROOF READER
COURT REPORTING SERVICES UNIT

KIND OF WORK

The job of a Court Proof Reader is very important in the production of Transcripts.
Whether online or in the print the accuracy of a transcript critical. Proofreader will be
required to read transcripts produced by Court Transcriptionists, Court Rapid Text Entry
Specialists and Computer Aided Transcription (CAT) Reporters. The transcripts are
checked and rechecked to make sure that they are free from grammatical errors, typos
or spelling mistakes.

EXAMPLES OF WORK
A Proofreads and edits transcripts using the audio digital recording system.
A Corrects grammatical errors, typos, spelling mistakes and factual inaccuracies.
A Organizes text into proper paragraphs and sentence formations.

REQUIRED KNOWLEDGE, SKILLS AND ABILITIES:
A Knowledge of legal document format, legal processes and procedures, and legal
and/or medical terminology.

A The ability to pay particular attention to details and a critical eye to note errors
and correct them.

A Considerable knowledge of English language usage, including but not limited to
grammar, punctuation and spelling.

A Considerable knowledge of hardware and software, which may include networks,
word processing and database software.

A The ability to use electronic recording equipment and software.

A The ability to listen and concentrate for extended periods of time and work under
pressure during intense court proceedings.

A The ability to prioritize and organize workload to meet transcript production
guidelines.

A The ability to use reference materials to research citations that may have been
submitted or cited to the Court.

A The ability to observe and maintain the highest level of confidentiality and

integrity.
A Knowledge of the broad function of the Judiciary as well as the Rules of Court
and Procedures will be an asset.
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A The ability to establish and maintain effective working relationships with other
employees, Judges, Magistrates, Attorneys, other professionals and the general
public.

The ability to understand and execute complex verbal and written instructions.
Excellent Computer Skills.

> >

MINIMUM EXPERIENCE AND TRAINING

A A degree English, Journalism, Mass Communication, literature or any similar
discipline.

A Two (2) to three (3) years experience editing or proofreading materials.
A Any equivalent combination of experience and training will be considered.
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APPENDIX XI (i)

JOB DESCRIPTION

COURT AUDIO RECORDS OFFICER
COURT REPORTING SERVICES UNIT

KIND OF WORK

This officer works under the supervision of the Head of Transcription and works closely
with the Court Audio Records Assistant to ensure the timely delivery of audio recordings
of the Courtds proceedings on CD format.

EXAMPLES OF WORK

A Supervises the Court Audio Records Assistant.

A Head of Transcription or the Head of CAT Reporting signs off on the request.

A Provides the CD Recording by going online on the ADCR system to search for

the case that has been requested.

A Ensures that the case information is organized on the CD in the order it was
heard 1 this will entail retrieving daily recordings of individual cases and cutting
and pasting into individual folders before copying onto the CD.

Verifies that payments have been made by the requesting parties before the CDs
are delivered.
A Sets up a database and maintains the database of requests and the delivery of

CDs.

A Prepares reports on of activities.

>\

REQUIRED KNOWLEDGE SKILLS AND ABILITIES

A Knowledge of records management principles and practices.

Ability to supervise.

Ability to work independently.

Ability to observe and maintain the highest level of confidentiality in an
environment, which requires a character of impeccable integrity.

Knowledge of the broad functions of the Judiciary, as well as the Procedures,
Rules and Regulations relating thereto.

Very good communication skills, written and oral.

Very good interpersonal skills.

Excellent organizational skills.

High standard of computer operating proficiency.

Ability to multi-task in a fast paced environment.

Ability to establish and maintain effective working relationships.

Ability to work within the Policies and Procedures established by the Judiciary.

D> D>y D> D>
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MINIMUM EXPERIENCE AND TRAINING

A Training as evidenced by the possession of at least five (5) GCE/CXC Ordinary
Level passes including English language (General | or II).
Evidence of having worked in a Records Management Environment for 2-3 years.
Knowledge of the Audio Digital Recording System will be an asset.
Computer skills in a network environment will be an asset.
Any equivalent combination of experience and training will be considered.
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APPENDIX XI ()

JOB DESCRIPTION
COURT AUDIO RECORDS ASSISTANT
COURT REPORTING SERVICES UNIT

KIND OF WORK
This officer works under the supervision of the Court Audio Records Officer to ensure
the timely delivery of audio recording of the

EXAMPLES OF WORK

A Assists in the coordination of daily requests for CD recordings after the Head of
Transcription or the Head of CAT Reporting signs off on the request.

A Provides the CD Recording by going online on the ADCR system to search for
the case that has been requested.

A Ensures that the case information is organized on the CD in the order it was
heard i this will entail retrieving daily recordings of individual cases and cutting
and pasting into individual folders before copying onto the CD.

A Verifies that payments have been made by the requesting parties before the CDs

are delivered.
Maintains the database of requests and the delivery of CDs.
Prepares reports on of activities.

> >

REQUIRED KNOWLEDGE SKILLS AND ABILITIES

A Knowledge of records management principles and practices.

Ability to observe and maintain the highest level of confidentiality in an
environment, which requires a character of impeccable integrity.

Knowledge of the broad functions of the Judiciary, as well as the Procedures,
Rules and Regulations relating thereto.

Very good communication skills, written and oral.

Very good interpersonal skills.

Excellent organizational skills.

High standard of computer operating proficiency.

Ability to multi-task in a fast paced environment.

Ability to establish and maintain effective working relationships.

Ability to work within the Policies and Procedures established by the Judiciary.

> > D>y D>
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MINIMUM EXPERIENCE AND TRAINING
A Training as evidenced by the possession of at least five (5) GCE/CXC Ordinary
Level passes including English language (General | or II).
Evidence of having worked in a Records Management Environment for at least 1
(one) year will be an asset.
Knowledge of the Audio Digital Recording System will be an asset.
Computer skills in a network environment will be an asset.
Any equivalent combination of experience and training will be considered.
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APPENDIX Xl

COST PROPOSAL

POSITIONS NUMBER OF | SALARY | BENEFITS | TOTAL TOTAL COST
POSITIONS TS COSTTT$ | TT$ Per Year
Per Per Mth.
Court Proofreaders 27 $9,500 x | Includes $ 307,800 |$ 3,693,600
(Contract) 27 = 20% Duty
256,500 | Allowance
$51,300
Head of Transcription 14 $8,500 $ 119,000 |$ 1,428,000
(Contract)
Court Rapid Text Entry 27 $8,200 x | Includes $ 265,680 |$ 3,188,160
Specialists (Contract) 27= 20% Duty
221,400 | Allowance
$42,280
Court Scopists 5 $7,900 x | Includes $ 39,579 | $ 568,800
(Contract) 5= 20% Duty
39,500 Allowance
$7,900
Court Transcriptionists 64 $7,700 x | Includes $591,360 |$ 7,096,320
(Electronic) 64= 20% Duty
(Contract) 492,800 | Allowance
$98,560
Court Audio Records Officer | 14 $6,000 $ 84,000 |$ 1,008,000
(Contract)
Court Audio Records 14 $5,000 $ 70,000 |$ 840,000
Assistant (Contract)
Secretary (Contract) 1 $6,000 $ 6,000 |$ 72,000
Clerical Assistant (Contract) 15 $4,500 $ 67,500 |$ 810,000
Courier
(Contract) 1 3,500 $ 3500 |$ 42,000
SUB-TOTAL $ 18,746,880
Judicial Support Includes a
Officers i Range | 68 $5,200 x 68 = 353,600 | 1°T Yr $353,600 | $ 4,243,200
30C Permanent Jacket 68,000
Establishment Allow, of
$1,000 (M)
& $400 (W)
SUB-TOTAL $ 4,311,200
TOTAL $23,058,080
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APPENDIX Xl

MAGI ST RAJUBISIAL SUPPORT OFFICERS (JSOs)

DISTRICT NUMBER OF NUMBER OF JSOs
MAGISTRATES REQUIRED

Arima

Chaguanas

Couva

Mayaro

Point Fortin

Princes Town

Rio Claro

San Fernando

Sangre Grande

Siparia

St George West

Tunapuna

WA RIAINIO|IFRPIWINEFLINOTO
AOIRPIOWININRARWINWIO|N

Tobago

(6)]
w
(o))
(0]

TOTAL

It is critical that Courts continue to function using the ADCR System in the
absent of JSOs who take leave due to vacation, illness or time off. There must
therefore be additionally trained JSO at each court location.
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