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CRIMINAL COURT CALENDAR MANAGEMENT 
IN LAK~ COUNTY, INDIANA 

I. INTRODUCTION 

T~is report is the product of a technical assistance assignment 

undertaken by the American JUdicature Society at the request of the 

Criminal Courts Technical Assistance Project at American Uni~ersity. 

The objective of this assignment was to review case management and 

calendaring problems in the Crimina! Court of Lake County, Indiana. 

~~r. -Glen Winters, the Society's executive director, visited the Court 

on Apri I 30 along with the Society's assistant director of research, 

Mr. J.ames G. McConnell. Mr. McConnell continued field work on May, I, 

2,9, and 17. Preliminary recommendations were reviewed with the judge 

,and court staff on May 9 and again on May 17. Findings and prel iminary 

recommendations were also reviewed with Mr. James Walker, judicial coor

dinator of the Lake qounty Coordinating Counci I of the Indiana Criminal 

Just i ce Agency. 

In analyzing'the maRagement problems of the court, the technical 

assistance team was provid~d with essential background information by 

numerous off i ci a lsi nvol ved .i n court process. These off 1 c 1a I s inc I ude the 

Honorable Andrew V. Giorgi, Judge of the Criminal Court of Lake County; 

James T. Walker, JUdicial Coordinator of the Lake County Coordinating 

Council; Kenneth A. Morrow, Chief Court Administrator of the Criminal 

Court; Francis Arens, Chief Deputy Criminal clerk; David H. Nichol Is, 

Deputy Prosecuting Attorney and Trial Supervisor; and Bernard Bagley~ 
). .. 

Warden of the Lake County Jat I. 
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II. ANALYSIS OF EXISTING SITUATION 

A. The General Pattern of Case Processing 

The Criminal Court of Lake County has jurisdiction over al I 

felonies committed in the county and is served by one judge and four 

commissioners. Case management and calendaring functions are handled 

by a staff consisting of one court administrator and a s'ecretary shared 

part-time with the pauper attorneys. 

Cases originate in the court with the filing by a prosecutor 

of a probable cause affidavit a~d a charging affidavit. In indictable 

cases, the case based on the prosecutor's affidavits is dismissed when 

the In.dictment is fi led. If,upon reviewing the probable cause affidavit, 

the judge or a commissioner finds that probable cause to bel ieve the 

defendant has committed the alleged offense exists, an arrest warrant 
" 

Is issued. This warrant is generally served by the sheriff's deputies . 

If the def~ndant is arrested without a warrant by local police, he will 

be held in a local lock-up unti I the probable cause and charging 

affidavits can be prepaced by the prosecutor's office and presented 

to the court. When a warrant issues, the prisoner is then transported 

to the county jail in Crown Point where the warrant is served, and 

held there pending his court appearance unless he can post bond. 

The amount of bail set by the reviewIng commissioner or judge 

Is stated on'the face of the probable cause affidavit and the warrant. 

The defendant may secure his release by posting a real property or 
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surety bond with the sheriff, or a cash bond with the clerk. When a 

defendant is released on bond, the sheriff or clerk gives him a card 

assigning a certain date for his first court appearance. The court 

administrator is provided with duplicates of these cards. In addition 

he re,;~eives twice monthly from the sheriff a list of all jai I inmates 

and a dai Iy list of inmates newly arrasted who have not posted bond. 

The court administrator assigns a date for the first court appearance 

of defendants held in jai I. 

At the first court appearance, jai led defendants are asked if they 

wish the pauper attorneys appointed to represent them. In many cases the 

first appearance is continued to give the defendant time to hire private 

. counsel if he can. A defendant released on bond may be arraigned on the 

date set for his first appearance if counsel appears with him. If the 

defendant on bond does not have counsel at the first appearance, arraign-

ment wi I I be set for another date. For jai led defendants the date for 

arraignment is set after appointment of pauper attorneys, or in the unusual 

case of a jai led defendant with private counsel, at the first appearance. 

At arraignment, a date is fixed by which al I pretrial motions must 

be, fi led, usually 30 days after arraignment, and the case is put on the calen

dar for this date (the fi ling date may be continued once on defendant's 

motion). If no motions are fi led, the case is set for a readiness confer-

ence. When the parties appear on motions ·day, if motions are fi led, the case 

is set for hearings on the motions, usually at. least ten days later. Some 
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motlons,such as discovery motions, may require two or more additional 

hearings before a date for readiness conference can be set. 

At the readiness conference the issues to be tried are discussed, 

as well as possible dispositions by guilty pleas. At the conclusion of 

the conference, the case is set for trial. ,Jury trials are set for 

Mondays and Wednesdays, with three jury trials set In Diltlsion I and two 

in Division I I on Monday, and two in Division I and thr~e in Division I I 

on Wednesday. Usually four of the fiv~ cases set for jury trial wil I 

be disposed of by guilty plea on the trial date. If fewer than three 

of the five cases are terminated by guilty pleas, one or more cases 

must be set for trial on a later date, since there are only two courtrooms 

currently avai lable • 

At the conclusion of a jury or bench trial, a date is set for 

entry of judgment. When judgment is entered, a presentence investigation 

1s ordered if the defendant.is found gui Ity, and a date is set for 

sentencing. At the time sentence is passed a date is set for submission 

of post-trial motions. 

B. Special Problems 

I. Keeping Track of Drug and Psychiatric Exams and Commitments 

Two distinct defense motions can upset the case processing pattern 

described above: motions alleging that the defendant lacks sufficient mental 

competency to stand trial, and motions for special treatment as a drug abuser 

under Indiana Publ Ie Law 222. 80th motions require that the defendant 

t, 
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be sent to a hospital for observation and examination, qnd preclude the 

setting of the case for a specific date pending receipt of medical 

repor:-ts. As a result, cases in which motions for drug abuse or mental 

competency examinations have been granted are placed In an 'inactive 

status unti I the results of the ex~minations are received by the court • 
. 

Reports of the drug and psychiatric examinations are forwarded 

to the' court by ma i I, and the court, upon rece i vi ng the, reports sets the , I 

case for hearing. If the defendant is found competent to stand trial and/ 

or tneligible for special drug treatment, the case is removed from its 

inactive status and restored to the active calendar. If the defendant is 

found incompetent to stand trial, he"is committed to a mental hospital, 

and the case reverts to inactive status until the hospital .. reports he 

Is competent to stand trial. If the defendant is found eligible for 

special drug treatment, he is committed for treatment and his case reverts 

to Inactive status unti I his treatment is completed or unsuccessfully 

terminated"at which time It is restored to the active calendar. 

At present, there Is no systematic method for keeping track of 

cases on Inactive status because of drug or psychiatric examinations 

and commitments. 
-2. Keeping Track of Incarcerated Defendants to Insure Trial Within 

Required Time Limit 

Rufes of the Indiana Supreme Court require that defendants released 

on bal I be brought to trial within one year from the date the bond is made, 

and that defendants held in ~ai I be br?,ught to trial witbin six months 

from the date charges are fi led against them. I'n addition: jai led 
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defendants may move for early tria. I in whIch th case ey must be brought 

to trial within 50 judlr::lal days from 'th.9 fil ing'of the motion. De

fendants not brought to trJal within the required time must be discharged 
I . 

unless the delay results from the actions of the defendant. 

The court has recently been faced wit~ several motions for 

discharge under these rules. Often such motions are made when cases 
t';. 

become lost while defendants remain in jai I. While this problem has 

been partially remedied by the daily I ists of new inmates which are now 

provided to the court administrator, a more systematic method of accounting 

for incarcerated defendants is cal 'ed for. I dd·t· ~ n a I Ion, there is presently 

no method of keeping track of those ~~ses in which defendants are 

released on bond to insure that they are put on the calendar for dis

position within the required period of time. 

3. Handling Requests for Special Judges 

Every defendant in Indiana has the right to one change of judge 

without cause. Because the court in Lake County has on I y on~ Judg;~, 

the court must use a special judge in each case In which a defendant 

moves for a change of judge. The process of appointing a special 

judge Is cumbersome and Time consuming, and cases in which special judges 

~re requested often become- inactive pending qual ification of the special 

Judge. There is no systematic method for assuring that a case involving 

such a request is restored to the active calendar once a special judge 

Is qua I I fled. 

4. Handling Pauper Appeal~ 

A ftnai case processing problnm faces th t t th v e cour n e handling of 

" 
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appeals, especially appeals by defendants who have hlred'trial counsel 

but who cannot afford counse I for appea I. Thes'e cases, will i nvo I ve the' 

appointment of counsel, preparation of a free trial transcript, and 

presentation of a motion to correct errors. ,. The court now has no way 

of ef~e~tively supervialng these cases to avoid long delays in carrying 

out steps. As a result, appellate courts may be presented with pro se 

petitIons from prisoners whose appeals have not been processed properly 

by the trial courts. 

5. Managing the Court's Calsndar 

Cas~ control and calendar management in the court are the responsibi Ilty 

of the court administrator. Currently'the calendars are prepared by using 
, ' 

the court docket sheets kept by the"clerk. The pub.llshed 'c:~lendaris pre-

pared three weeks In advance, and covers a period of fo~r weeks. Daily 

calendars are prepared for the use of the Judge and ~ommissioners. 

The dai Iy calendars include al I cases set down on the publ ished calendar, 

plus other'matters set down for each day after the publ Ish~d calendar 

has been printed. Unless a new calendar Is printed daily, such late 

settl ngs will a I ways be Ilecessary. However, they now amount to fu II y 

one-third of al I matters heard each day. Son~ effort should be made to 
. 
reduce the time delay involved in printing and mal ling the published 

calendars so the number of late settings can be reduced. 

The court administrator prepares the calendars by reviewing the 

docket sheets In' the clerk's office and recording the settings which have 

been entered on the docket sheets. Th I s process, I s cumbersome and 

• 

.' , 
h. 

-8-

inefficient, and the calendars prepared are trequently inaccurate 

because the docket sheets a re hand I ed by many personne I an,d are occa·· 

sionally lost temporarily. They are used in court by the judge and 

commissioners as a record of prior action in the cases which are heard. 

They are used by court reporters who must transcribe minute orders onto 

them. They are used by the judge in reviewing the'work ?f the commis

sioners. They are also used by both prosecution and defense attorneys 

in reviewing cases and updating their fi les. 

Consequently, the docket sheets form a record of court date settings 

which is incomplete at best. For the-court administrator to rely on 

this kind of record for preparing his court calendars is to Invite disas

ter. The court admlnlstra .'~ should have his own record of settings and 

relevant actions in every case pending before the court, and the record 

'should be kept secure from loss or tampE!ring by I'imiting its use 

to the court administrator and his staff. Recommendations for the 

creation and maintenance of such a record are, contained in the fol lowing 

section of this report. 
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'II I. RECOMMENDATIONS 

THE COURT A~~INISTRATOR SHOULD HAVE A SEPARATE RECORDKEEPING SYSTEM 

fOR CALENDAR ~ANAGEMENT. THE RECORDS SHOULD CONTAIN ONLY SUCH INFORM

AT ION AS I S·. NECESSARY FOR CALENDAR CONTROL PURPOSES. THE SYSTEM SHOULD 

BE SELF-CONTAINED TO THE GREATEST EXTENT POSSIBLE. 

Docket sheets, as constituted and used in the Lake County Criminal 

Court, contain a great deal of detailed information which is not rele

vant to calendar control. The docket sheets are used for many different 

purposes by several different participants in the criminal justice pro

cess, and as a result are not always readi Iy available to the court 

administrator for calendar management functions. As long a.s the calendar

Ing process rei ies on docket sheets as the primary original record of' 

case settings, the possibil ity of temporary loss of docket sheets means 

that case control is incomplete at best. 

A. Adopt Manual Calendar Management System 

We recommend that t~e court adopt the calendar management system 

described below. The reco~ended system Is a manually operated system, 

but It Is-readi Iy adaptable to computerization should the court have 

a computer available at some future time. This system requi'res the 

court admInistrator and his staff to maintain' three card fi les contain

ing four basic documents. 
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I. Card Fi les Requi red 

a. IndexFiie 

The index fi Ie is composed of the 3 x 5 inch index cards shown 

in figure 1. Each card represents one defendant in one cause. In causes 

involving multiple defendants, a separate index card is made up for each 

defendant. In instances where separate charges are pending against one 

defendant, there wi I! be a separate card for each case number. The 

index cards are fi led alphabetically according to the defendant's name. 

The tndex fi Ie ts used to locate the case control cards in the calendar 
.... 

fi Ie when action in a case takes place at a time when the case is not 

set down on the calendar. Each time a case control card is fi led in 

the calendar fi Ie or the holding fi Ie, its location is noted on the 

correspondi.ng index card. 

The index fi Ie also serves as a reminder of cases in which speedy 

trial motions have been fi led. When such a motion is fi led, the index 

card for that case is flagged with a red marker. Blue markers are 

simi I ar I y used to i nd i cate cases where drug or psych i atri c exami nat ions 

or commi tments have been ordered. 

The index fi Ie wi I I also provide related case information once 

the system is in operation. Since the index fi Ie contains a card for 

every defendant in every case pending b~fore the court, a quick search 

under a defendant',s name in the index file will reveal "'/hether there 

are any other pending cases involving him before the court. 
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b. CalendarFile 
'0 

The calendar fi Ie is composed of the 5 x 8 inch case control 

cards shown in figures 2 a & b. The fi Ie is divided into 3'1 numbered sections 

to represent the days of a month. When a case is set down for a certain 

date by the judge or a commissioner, or by the court administrator or 

other personnel (as in the case of first appearances) the case control 

card for that case is fi led in the numbered t' sec Ion corresponding to the 

date for which the case has been set down. The date on which the case 

is set is also recorded on the index card for that case. Within the 

numbered sections the case control cards are fi led according to case num

ber, except where cards for two di fferent months are fi led 'in the same 

section. For example, on May 15 the file section numbered' 16 will contain 

case control cards for al I cases set down for May 16 - the fol lowing day. 

In addition, some cases may have been set down already for June 16. The 

case contro I ca rds for these cases wou I d a I so be f i led in secti on 16. In 

such a case, the case control cards for cases set for May 16 would be fi led 

accord I ng to case number in the front of sect I on 16, wh I I e the cards for' 

June 16 cases would be fi led in order of case number behind the May 16 group. 
-

If the calendar fi Ie is properly maintained, the groupings of case 

control cards in the calendar fi Ie wi I I accurately 

monthly court calendars at any given time. 

c" Ho I ding F i Ie 

represent the dally and 

The holding fi Ie is also composed of case control cards. The 

case control cards in the holding fi Ie are fi led alphabetically according • 

• 
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to the name of the defendant. Case control cards are transferred to . 

the holding fi Ie whenever an action is taken that precludes setting the 

case down for a specific date. Usually this happens when a drug or psychi

atrJc examination or commitment ls ordered, or when charges are fi led 

before a defendant is arrested, in which case the case control card wi I I 

be put in the holding fi Ie until the warrant is returned. Whenever a 

case control card is put in the holding fi Ie, the word "hold" is entered 

on the corresponding index card to reflect that fact. 

2. Documents Required 
.,,' 

a. Case Control Card 

The case contro I ca rd is the bas i c document. in the recommendep 

~alendar management system. The card is a 5 x 8 inch index card (see 

figure 2 a & b which contains al I the information about a case which ~s rele

vant to ca I enda'r management. 

The reverse side of the card shows the courtroom to which the case is 

assigned. The Lake County Criminal. Court presently has two court rooms, 

and wi I I have four w~e~ the court moves to the new county government complex. 

The back of the card also shows the defendant's name, the case number, the 

offenses charged, and the name and telephone number of the defendant's 

attorney. Space is provided for listing related cases to insure that 

these are put on the. calendar for the same day whenever possible, so court 

time and attorney's time is used most efficiently. The spaces Indicating 

"speedy trial date,"and "jai I trial date," and "bai I trial date," wi II 

" 
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CASE CONTROL CARD 

Room no • Defendant ....;.--- Cause no. -----------------------
Offenses charged ____________________________________________________________ _ 

Attorney ______________________________________ Attorney's phone 

RELATED CASES 

other defendants in this cause 
\ 

other causes involving this defendant 

FIgure 2 a 

CONTINUED 

(S or D) , 
(S or D) 
(5 or D} 
(S., or D) 
(8 or D) 

speedy trial dat~ 
jail trial date 
bail trial date 

ELIGIBLE FOR DISCHARGE 

Tsor--Dl-
(8 or D) 
(8' or D) 
18 OrD) 
(8 or D) 
(S or D) 

• 
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~ndictment ur bond redln 
charge filed hearing set fo~ 
warrant 
returned 1st appearance 
bond redln set for 
motion filed 1st appearance 
bond reset for 

'1st appearance 
p'0sted reset for 
jury 
demandGd arraignment 

set for 
speedy trial arraignment 
motion filed reset for 
congested 
docket motion arraignment 
filed Feset for 

pretrial motions 
separate trial set for 
motion filed pretrial motions 
change of reset for 
judge ordered pretrial motions 
PL 2~2 or psych reset for 
e>~amJ..na tion 
motion filed pretrial motions 
-PL 222 reset for or psych readin8s~s~---------------
exam ordered conference 
PL 222 or psych set for 
90mmitrnent trial 
motion to set for 
correct error trial 
filed reset for 
pauper appeal trial 
~ttorney ap'tld reset for 
{name) 

transcript 
9rderec1 
transcript 
filed 

trial 
reset for 
judgment 
~~t for 
sentencing 
set for 
motion to correct
error set for 
transcript to 

be filed by 
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show the date by wh i ch the defendant must be b rough'/' to tri a I under the 

appl icable rules if he has I) respectively fi led a speedy trial motion, 

2) been detained in jai I without fi I ing such a motion, or 3) been released 

on bond, providing he has done nothing to delay the trial of his case. 

The remaining space is devoted '\-0 a record of continuances in the case. 

The responsibi lity for a continuance is indicated by circling the S or 0 

shown in the continuance column, and 'the date of granting the countinuance 

is entered in the same column. If the continuance is granted on the motion 

of the defendant, the new date on which the defendant wi I I become eligible 
.... 

for discharge is recorded under the appropriate heading on the same line 

as the continuance. 

ihe reverse side of the case control card has space for recording al I 

actions in a case which have signi ficance for calendar management, as'well 

as all settings in the case. Thus the case control card is a fairly complete 

record of the status of a case, independent of docket sheets and other 

court records. 

b. I ndexJ i I e Card 

This card is a 3 x 5 inch index card (see figure I) which 

is used primari Iy for locating case control cards fi led in the calendar fi Ie. 

If action is taken in a case on some date when the case has not been set 

down on the calendar, it is necessary to be able to find the date for which 

the case is next set down so that the case control card can be located and 

the action recorded, along with a new setting if one is made, and to refi I I 

the case control card accordingly . . -
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The back of the Index fi Ie card contains the information necessary. 

to identify a particular case - the defendant's name and case number - the 

numerous spaces for identifying the location of the corresponding case 

control card by entering either the number of the section in the calendar 

fi Ie where the case control card is fi led, or the word "hold" to indicate that 

the case control card is located in the holding file. Each time a case 

control card is moved, the old entry on the index fi Ie card is crossed out, 

and a new entry written in the next blank space. 

c. Monthly Calendar 

The monthly calendar is,prepared and printed for mai I ing to 

lawyers in the county to remind them of cases they have which are set down 
'. 

for hearings or trial in the Criminal Court. The calendars are mai led out 

two weeks in advance of the first day of the calendar period to provide 

adequate notice so the lawyers can contact their'cl ients and adjust 

their schedules accordingly. An example of the printed monthly calendar 

appears in figure 3. 

The monthly calendar can be prepared at any time using the case control 

cards in the calendar fi Ie. On the day the monthly calendar is prepared, 

. the typist begins with the fi Ie section in the calendar fi Ie corresponding to 

the date of the first day of the calendar period, and types, a list of al I 

the cases set down for that date. If the calendar fi Ie is properly maintained, 

the case control cards wi I I already be 'fi led in order of case number within 

each section. In' instances where case control cards for the same date are in 

the f i I e for hlo or- more months the typ i st must Qe careful to list on I y those 

cases set for the month in question. This method of preparing the printed 

.. 
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• I • PI I I 1 R. lames -
.: , Y 1 on ~337D-RcJ_l'r1 Earl Icrd::r. (Pcs~ Narc Drug) 
. J 42.:50-)c.:;n D::1Oll=n (ibe!1 by De:ephon) Pallon 

1i v!1l cOnvene promj,tI}' al 9:00 a,m. (S.I, Ruman) '{~144-Rc.bNI lanik (Poss Dang Drug) 
::t 's (:nd :h:!r c:it'n:s r.:'..:~! b ?r':'~I~:l: Kimbreugh (JU,tW) . • ro':,~cr (fJHY) 
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· if In wnt:ng 1.;":1 \,:1::1 :ho:! C:e: r.. , .. '1(n .... I G 1973 
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--- p ~ - 4393i'-Cudis' Lyons (ut'l,::l)' s 
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a~r told pro~oe:l:nc;s as 11 ap;x:ors on . 
.ndOl', or by special erder. ' 
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.• ltinC] AI:omrj}'. cd flld 01 lc-ast Ii'lo 
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Work Chrislokis 
l·UESDJ. Y - MhRCH 13. 1973 ~ 73.1,.',-Knnnc!h Su\!cn (inr;!( • Au!o) 

Dlylsll>n 1 
Cr 73-6~-~.!el\'I?l Brown. Sr. (A " B W /1 10 Kim 

• Clo:ncnt (JURY) , 
44199-;':crr.or W. Smith (Theft lro:n a Person) 

Ki::;orouc;h (JUR':') . 
CR 73·S-A!!:.orl J..IE:!xoncer (Theil of Slolen Prop) 

. J. }v!c:~cnna , 
eFt 73-57-Frocdio l,{a:'orlond (Burglary lsi). 

Roy Dokich 
43697-WllIiam Downs. Jr. (Pistol No Permit) 

F. Worl:: 
. 441SD-Bcrncrd Ford (Rcbbory) 

C:r.'moueho IjUR'!') 
John W. Burch !Robbery) 
Carmouche 
~il"l ,'I, S::1i!h mor.bNY) 
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44022-D,::1.:lld Auno"· ,o~ ... \·","", 
. Grimos 
DIvisIon 2 
.~·:~a9-Ccrzon Gain 

1:hnhroc:h 
.. t~~~~-\\:! :"'h1r\ He. Figure 3 . 
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J. MC!:'Jr,n:J 
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.. ,.. ~ ......... 1 \ 
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-<325S-Furm~n Pos!oy (BufgkllY 2nd) 
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... ~H:".~; .. ~UlJh 
MONDJ\ Y - MATiCH 19, 1973 . 

r.ivlslon 1 
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S::1ilh 
0337-l'::;): l~.':nelraki~ I:-:ll ~:,,:!kin:jl 
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Cc: n·.: u:h(J 
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calendar allows flexibi I ity since the same procedure could be used to pre-

pare calendars covering one, two, or three weeks, rather than an entire 

month, should the court find it expedient to do so . 

d • Oa i I Y Ca I en da r 

The dai Iy calendar is the Working document for the court. The 

clerk uses it to determine which case fi les should be in each courtroom. 

The ba iii ffs use it to determi ne wh i ch pr i soners sholl I d be made ready for 

court appearances. ThE! judge and commissioners use it to keep track of 

their work-load and to record the actions taken in cases which are heard. 
. 

These records are then used by the c~4rt administrator in maintaining 

the fi les of index and case control cards. 

The form of dai Iy calendar now used by the court, with minor alterations, 

is readi Iy adaptable to use in the recommended case control system. Figure 

4 shows the dai Iy calendar form now in use, and figure 5 shows the form as 

it would be changed for use in the new system. Since current practice is 

to list al I cases for each courtroom on a separate page, there is no need 

for a separate room assignment designation for each case. Replacing the 

"divisionll column with- a- column for settings serves as a constant reminder 

,to the judge and commissioners that every case should be set down for a 

date certain. Where setting a date certain is not possible,. as in drug 

and psychiatric examinations and commitments, the judge or commissioner 

would write "hold" in the settings column, indicating that the case control 

card for that case· should be transferred to the holding fi Ie. 
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The new dai Iy calendars can be easi Iy prepared by using'the case 

control cards in the calendar fi Ie. For example, the dei Iy calendar for 

Apri I 19 wi I I be prepared on Apri I 18. On that day, the typist wi I I take 

al I the case control cards out of section t9 of the calendar fi Ie. She 

wi I I check each card, and replace any cards which represent cases set down 

for May 19 or June 19 which may be in the fi Ie. She'wi I I then I ist the 

cases set for Apri I 19 on the dai Iy c~lendar sheets for the ~ourtrooms 

designated on the case control cards. 

At the end of the court day the daily calendar sheets for the 18th 

wi I I be returned. Each case wi I I show a date on which it is set, or a ... ' 

"hold" designation. The actions taken and the dates set wi I I be noted on the 

case control cards by the court administrator. The index fi Ie cards for 

the cases heard that day wi I I be marked to indicate the new settings, 

and the case control cards wil I be filed accordingly. 

B. Adopt Calendar Management Procedures f~~gach Stage of Case Proces 

Using the fi les and documents described above, as well as one or two 

other court records, the court administrator and his staff wi I I be abio 

to properly operate and maintain the recommended calendar management 

,system by fo II ow i ng the procedures deta i I ed be I ow tor each act 1 ')n that mi ght 

be taken in a case before the court. The actions are listed as nearly as pos-

sib I e to the i r natura I c.rder of pr,ogress ion ina cri mi na I case in Lake 

County and are fol !o\·~ed by a recommended ca lendar management response. 

t. 
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I. Fi I ing of Charge 

When the prosecutor presents probable cause and charging affi-

da'tits to the court, he wi II also present a case control card for each 

def6~dant charged in the case, with the name of the defendant and the 

offens~s charged typed onto each card. These new cards wi I I be del ivered 

to the clerk with the pleadings, and the clerk wi I I fi I I in the case 

number on the case control cards. The cards wi I I then be delivered to the 

~ourt administtator, w~o wi I I enter the date charges were fi led on the 

reverse side of the card in the appropriate space. 

The court administrator wi I I the8 enter on each card the names of other 

defendants, if any, involved in the case. He wi I I then check the index fi Ie 

under the defendant's name to determine whether any other cases involving 

that, defendant are pending before the court. If there are other cases pending 

involvi'ng the defendant, the cause numbers of those cases wi I I be entered 

in the space provided on the case control card. 

Since the defendant wi I I be first el igible for release six months from 

the date charges were fi led, the date six months later is entered in the 

space for "jai I trial date." 

The case control card wi I I then be fi led in the holding fi Ie, after 

enteri ng the word "ho I d" on the correspond i ng index f i Ie car.d. The cards 

should then look like those in figures 6a - c . 
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Room no. Defend<1nt 

CASE CO~·!'rl\OL Cl\P.D 

Joh:1 Doe C<1use no. 
~3-1l..i2'J ( -'..1 

Offenses charged Pistol/no permit, 2scault 

Attorney _____________________ Att:orn':!Y' s ?honc _______ _ 

P.ELATED CASES 

other defendants in this cause 

Richard Roe 

other causes involving this defendQnt 

73-1028 

Fi gure 6 a 

speedy trinl d~te 
jail 'cr i.:11 di.l te _1_~L:.~ ___ ~3 
bail trial c.ate 

CONTIKUED 

(s or D) 
-( '.~ ( ... , .. n) I 

' .. J_ • .; 

1'~fC:-i.:- .. 1J'.-! ---l-----------
( ,-. -(:;-;:-1') I 
~ :~' •. _..:_::.._:.: .. _. .1<-_____________ _ 
(ii Ct· u) ! 
-' .. -------{--------------
_t.~. ():r~) l __________ _ 

~~; -~~.~~~---]------------
U.~ or D) I 
TCci'i'-I) r 
-~:~-'ol--'L5r- f--------
(c(~-:-..-:-:\- ! 
--~-~--'1. ~~ ______ ~ ______________ __ 

• 



• 

• 

• ! 
I 

! 
l 
• r' 

! 
r 
I • 

,-
I , -

1 
l 

• 
\ 
I 
I • 

• 
i . 

l\CTIO~;S s;~rrTI! ;GS . -.----------------r------- ---.-.. --~ indio ::.m8n J
,: or 

charqc
u 

f ih~? 6/101.1_3 __ 
'" 8.1.'.r ['.( r~ t: 
n"')tur!F:::d 
b on d--l:C:::;"'a.~~"7"1 -n----
motion filed 
bond 
p.0ste~L __ 
jury 
a (~:7!b. 1'lfJ c;d 
SP-8E~(;~--tiJ.. n 1 
mot.ion fi]r:.>c1. 
conge!~, t. c: U ---
dochct motion 
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2. Arrest of Defendant and Return of Warrant 

All "'Jarrants served should be returned to the court within 24 

hours of service. The clerk wi II hold all warrants returned during the day 

unti I the fol lowing morning at which time the court administrator wi I I 

che~k in the clerk's office to see what warrants have been returned, and 

list the case number, name of the defendant and date the warrant was served. 

Using this I ist, the court administrator wi II pull the ,case control 

cards for these cases from the holding fi Ie and enier the date the \."arrant 

was served in the appropriate space on the card. He wi I I then assign each 

case to a room and set a date for the first appearance. The room number 

and first appearance sett i ng \." i II be entered on the case contra I card and 

the corresponding index fi Ie card wi II be pulled. The word "hold" wi II be 

crossed off the index fi Ie card and the number of the date of the first 

appearance setting entered in the next space on the index fi Ie card. See 

figures 7a - c. The index fi Ie card wi II then be refi led, and the case 

control card wi II be fi led in the numbered sedion of -J-he appropriate spaces. 

The index card will be changed to shoVl the earlier setting by having the 

number of the old settiog (19 in our example) crossed out and the date of 

the ~eVl setting (15 in our example) entered in the next space. The index 

card wi I I be refi led, and the case control card fi led in the calendar fi Ie 

section corresponding to the new setting. The cards now look like those 

in figures 8a - c. 

" 
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3. ' Post I ng of Bond 

When bond is posted with the sheriff or the clerk, a bond sl ip 

Is made out. AI I bond sl ips shou1d be fi led with the clerk within 

24 hours after the bond is made. The clerk wi I I hold al I bond sl ips 

fi led during the day unti I the next morning - the same procedure as 

for warrants. When the court admi n i strator checks in the morn i ng 

with the clerk's office to I ist warrants returned, he wi I I also list 

bonds which have been posted. The I ist wi I I show case number, defen-

dant's name, and the date the bond was made. Using the I ist, the court 

administrator wi I I go to the index~fi I~, locate and pul I the case 

control card, and enter the date bond was m~de in the space provided 

(see figures 9a and b). Since the defendant is el igible for discharge 

one year from the date of making bond, that date of el igibi I ity one 

year later is entered in the space mar.ked "bai I'trial date. 1I The 

case control card is then refi led in the same location. 

4. Court Appearance 

a. New Sett i-fig 

Each day the court administrator wi I I pul I al I the case control 

cards from the calendar fi Ie section corresponding to the date of the follow-

ing day. Using these cards, he wi I I type up the dally calendar for the next 

day, and then refile the cards In the same section. In the morning he wi I I 

receive the dally calendar from the previous day, which wi I I now 'reflect 

the dates for which cases heard the day before are next set down. The dates 
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of these settings wi I I have been written in on the dai Iy calendar by 

the commissioner or judge who sets the case. The date of the new setting 

in each case wi I I be entered in the appropriate space on the case control 

card. For example, if the case was heard as an arraignment, it would be 

set down for p retr i a I mot ions. The date of the sett i ng V/OU I d be entered 

in the srace "pretrial motions set for." The index file card for each case 

would be pul led, the last date shown (which should always be yesterday's 

date) crossed off, and the date of the new setting entered. The Index 

fi Ie card is then refi led, and the case control card is fi led in the calen-

dar ft Ie section corresponding to the date of the new setting. 

b. No New Setting 

If no new setting can be made in a case, such as one in which 

a drug or psychiatric examination or commitment is ol~dered, the judge or 

commissioner entering the order wi II write "hold" in the settings column 

of the dai Iy calendar. In such a case "rhe index fi Ie card for the case would 

be fi led in the holding fi Ie. When examination reports are fi led with the 

judge, he wi II make a docket entry setting the case for hearing. On dis-

covering that docket en~"ry the following day, the court administrator wi II 

locate the case control c~rd in the holding fi Ie, and enter the new setting 

on the case control and index fi Ie cards, refi I ing the index card and fi ling 

the case control card in the calendar fi Ie section corresponding to the 

date of the setting. 
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c. Continuance 
" 

If for some reason a cour't"'appearance is continued, the new 

setting would be handled just as described under "court appearance - new 

settingll above. However, before fi I ing the case control card in the 

calendar fi Ie, the court administrator,wi II record the continuance. He wi II 

ci rcle S or 0, to show whether the state or the Defense asked for the con-

tinuance, and enter th,e pate on v/hich the continuance was granted. If the 

continuance1~ requested by the State, the el igibi Ilty of the defendant for 

dlschat"ge is not affected, and the date in the Itel igible for discharge" 

column wi II be the same as the jai I ,trial dqte if the defendant is in jai I, 

o~ the bai I trial date if he is on bai I, or the speedy trial date if he 

has fl led a motion for speedy trial. If there have been prior continuances 

in the case the eligible for discharge date wi 1 I be unchanged by a State 

continuance. (See figure 10), 

A continuance requested by the defense tol Is the running of the defen-

dant's el igibi I ity for discharge. When a defense continuance is recorded, 

therefore, the new discharge el igibi 1 ity date is entered in the appropriate 

space (See figure I I). 

5. Fi I ing of Speedy Trial Motion 

The court administrator wi II be alerted to the fi l.ing of a speedy 

tri a I mot i on by an entry on the cop i es of docket sheets wh i ch he rece i ves 

dai Iy. Using the index fi Ie, he \'Ii II I· ocate the case contr-ol card and 

enter the ne\'/ setting, if one has been made, in the same manner described 

i n Itcourt-':lpp~i)I"21nCe - no\'/ 50tt! P0" Zlbovc. I f no nE'\" sott i ng h<ls been m3de, 
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he wi r I cal I the case to. the attentien ef the Judge fe~ setting. When he 

has entered tre setting en the index and case centrol cards preperly, "he 

wi I I mark the index card with a red marker and refi Ie it. He wi I I enter 

the date ef the fi ling ef the speedy trial metien in the space previded, 

and a~'I'cr cemputing the speedy trial date (50 judicial days after fi ling 

the metien) he wi II enter it in the space previded. If there are any cen

tlnuances recerded en the card, he wi I I line threugh the first epen cen

tinuance space and enter the speedy trial date in the eligible fer discharge 

co. I umn. He wi I I then ref I I e the case cent re I card accerd I ng to. the new 

sotting. 

6. Termi nat I en ef Case 

Fer- case centre I purpeses a case is terminated I) when the time 

for filing a motion '1'0. cerred errers has run and nene has been filed, 2) 

when q dafcndc:Jnt Is acqu i tted, er 3) when appea lis taken and the transcri pt 

and ethor decuments have been prepared and fi led In the apprepriate appel late 

coud. Onterminatlen ef a case in any ef these ways, the index file card 

and case centrel card are remeved frem the fi les and .discarded. Sheuld a 

successful appealer ether pest-cenvictien remedy result in remand ef a 

case to. the ceud after terminatlen, new cards wi II be prepared. 
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IV CONCLUSION 

The recemmended case centrel system is a simple, effective manner ef 

managing the ceurt's calendar and insuring that cases are net dlsr.lssed 

fer. fai lure to. be breught to. trial within prescribed time limits. Once 

the system is set up, each new case can be breught into. It, and, with a 

minimum ef extra werk, pending cases can also. be included. 

Once the system has been In epe~atien leng eneugh so. that every 

pending case is represented by a case centrel card and an Index fl Ie card, 

a minimum amount ef effert by the ceurt administrater, judge and cemmissieners 

each day wi I I result in the assuran~~ that there wi I I be no. cases dismissed 

threugh eversight and resulting delay. All ceurt persennel wi II then be 

free to. devete i-heir time to. selvlng ether pl-oblems ef the ceud. 
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