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Introduction 

A discretionary grant (DF-7~-920), awarded to the Sussex County 
Family Court in July 1971, provided the Court with the 
opportuni ty to pl,an and implement a Volunteers In Probation 
(VIP) project 'itli thin i=:he County. D~ring the period. fr~m 
July 1971 through Aprll 1972, 82 ~0lunteers were recrulted 
arid provided service to the F'amily Court of that County. 

The reorganization of the old County Courts into a state
'vide Fa,mily Court, combined with the success of the Sussex 
experience) prompted the new court administration to plan 
for a statewide volunteer program. In July 1972, subgrant 
FA-6-72 \Vas awarded to the Family Court by the Delmvare 
Agency to Reduce Crime for the implementation of a state
wide (VIP) project. 

A. Budget 

Exhibit A depicts the operational periods, allocations and 
expenditures of subgrants FA-6-72, FA-82-73 and 74-070. 
The largest single category of LEAA funds, $78,339 was 
allocated to personnel. Funds allocated in subgrant FA-
6-72 were use.d to employ three staff persons, one from each 
county, to coordinate volunteer activities within their re
spective geographic locales. 

Sub grant FA- 82-73 providGd funds . to employ. 'tl:ree ~ taf f 
persons. The two vo] unteGr coordinator POSl tlons J.n Kent 
and SUSSGX counties were combined so that one coordinator 
\-laS rGsponsible for volunteer activi tiGS in both counties. 
'1'he l\TevJ Castle County coordinator retained the ·same re
sponsibilities as previously assumed in FA-6-72; and a 
clerk-typist was hired to undertake clerical tasks gener
ated by the New Castl~ portion of the project. 

St."lbgJ::-ant 74-070 allocated funds to maintain the New Castle 
County volunteer coordinator, New Castle County clerk
typist, and the Kent/Sussex volunteGr coordinator. Funds 
were aloo provided for the employmGnt of an assistant volun
teer coordinator to augment and expand the voll,mteer con
tributions in the area of counseling and related services. 

A total of $97,833 has been allocated to the project by LEAA and 
the state of Delaware for the period from July 1, 1972 to 
September 15 i J.9 75. To·tal e:x:pendi:tures during the project t s 
operational period, September 16, 1972 to February 28( 1975, 
were $66,153.45. 

1 
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B. Employment History (For job descriptions see Appendix A) 

1. New Castle County 

a) Judith Cm.;rn - 9/72 to 7/73 
(Counselor II) 

Volunteer Coordinator 

b. Bobby Benj 9-min 
(Counselor II) 

9/73 to present, Volunteer Coordinator 

c) Mark Clemmons - 12/74 to 3/75 - Assistant Volunteer 
Coordinator* (Counselor I) 

d) Ellsworth Thompson - 3/75 to present - Assistant Volun
teer Coordinator (Counselor II, Supervisory Unit) 

e) Demetra Cikas - 8/74 to present Clerk/Typist II 

2. Kent County 

Elsie Hayes - 9/72 to 8/73 - Volunteer Coordinator 
(Counselor II) 

3. Sussex County 

Sam Wilson - 10/72 to 8/73 - Volunteer Coordinator 
(Counselor II) 

4. I<ent/Sussex 

a) Dan Myers - 9/73 to 10/74 - Volunteer 
Coordinator (Counselor II) 

b) Ann Maloney - 4/75 to present - Volunteer 
Coordinator (Counselor II) 

*While Mark Clemmons did not actually work for the VIP project t 

he was employed b~ the Cou~t and paid from DARC funds allocated 
to the project. Ellsworth Thompson, a State Merit System 
Counselor II, was actually assigned to work on the federally 
funded project and was performing those duties originally as
cribed to Mr. Clemmons . 

In mid-l-larch r the Court I s administration \vas informed of this 
violation of LEAA guidelines by DAHC staff. In a budget vari
ance dated Narch 25, 1975, the Family Court requested that the 
remaining funds from travel and operating expenses be trans
ferred to tile personnel category so that the additional salary 
required fOJ; lIIr. 'rhol1lpson IS position could be paid from DARe 
federal funds. At the time of this 'ivri ting, the budget vari-
ance was in process. 
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C. Volunteer Classifications 

Appendix B contains the job descriptions developed for 
volunteers. For the purposes of clarity and simplicity 
the evaluator arranged the volunteer services into four 
major categories as follows: 

1. Clerical - those activities which relieved or assisted 
clerical Court staff of tasks of a clerical nature~ 

2. In tervieVler - those acti vi ties whi ch reI ieved or 
aSslst"Ga-COurt staff involved in only pre-adjudica
tory interviewing ,functions. 

3. Counselor - those tasks which relieved or assisted 
counse:ITng staff involved in both pre and post ad
judicatory stages vlith emphasis on the latter. 

4. Special Projects - tasks performed other than clericc1,l, 
interviewing or counseling which provided a new service 
e.g. I Children's Room Supervision" painting of court 
waiting rooms. 

II. The Findings In Relation To The Si-,at.ec1 GOClls and Objectives 

Information presented in this section of the report repre
sents ~nly that data tabulated from source documents gene
rated by the VIP project. Repeai;ed attempts to secux:e source 
documents from the former Kent/Sussex Volunteer Coordinator 
were made, but' to no avail. Thus, documen't.:a'tion presented 
for Sussex County volunteer activity considers only the period 
from February 1973 through July 1973. In addition, records 
examined were found to be poorly mu.int'ained (see Appendix C 
for data collection instruments utilized). 

In c,ontrast to its southern counterparts, the New Castle 
County Family Court volunteer records were more complete ana 
valid although "tightening upl! appeared to be necessary. 
Many volunteer service hours were not recorded, thus lost. 
Through, negligence on the part of the voluni.:eer in recording 
hours. 'Nc;rked accurate information pretaining to this proj ect 
was mHl',1..mal at best and non existent at worst. The informa
tion presented in the fore-going narrative accounts for only 
the number of volunteer hours recorded. Es,t:imations were not 
used as to the total extent of volunteer activity. Additional 
information relating to volui1teers, e. g., the type of service 
provided. by the volunteer to the C01..1]:-t, \'las generally not re
corded on source documents, but rather supplied through thG 
vol unteer coordina'Lor' s memory. 

4 

t. I' 

ll2& 

Goals: 1. To develop and implement a statewide Family 
Court Volunteer program which will enrich ex
isting services by supplementing the court staff 
and exp~nding services offered by the Court. 

2. To provide deeply troubled clients with more and 
bGtt~r help from professionals who are freed by 
volunteers of time consuming repetitive tasks 
of a non-professional nature. 

1. To recruit, screen and assign 620 volunteers to court ser
vice (as of February 28, 1975) 

o A total 277 individuals were recruited, sc~eened and 
assigned to volunteer service. See Table 1. 

o AS.Tab~e 1 i~d~ca~es, the Kent and Sussex Family ,Courts 
prlmarlly utlllzed voluntGers in interviewing and coun
seling capacities. No reports of clerical volunteer 
activity in either of the two counties were obtained. 

o The Ne\.., Castle 'Family Court utilized volunteers in all 
four volunteer service categories. Although the em
phasis had been placed on providing volunteers in coun
seling capacities, the greatest amount of volunteer 
ac·ti vi ty ha,d b'een of a clerical nature. (See Table 3) 

a) 'ro place and supervise at least 360 volunteers who 
,..,ill be, in direct con'tact wi th c1ien'ts thus provide 
first time offenders with more hours of attention 
than they formerly received from overvvorked staff. 

o Of the 277 volunteers accounted for, 100 persons 
provided direct client contact. (See Table 1, CounsG
lor and Interviewer Vol un tears. ) 

o Data relative to type of clients referred to the VIP 
. project ''lu.s not, available. According' to staff associ

ated with the project, clients who received service 
from volunte~rs were generally those whose offense or 
history of offenses were not ~f a serious nature. 

b) . (FA-6-72) to provide at 'any'~ven time, at least 120 
p'amily Court clients ~~i t11-ciirect volul)tecr serviCOS
such as t'l:ltoring, testing or occupationRl tn:tininq 
to j uvoni1es on probatioi1 ~'0lOse delinquency rc~sul ts 
fJ:om school or fami!L tension or pGGr subculture--rn-
fluence. ' 
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TABLE 1 

Number of Volm1teers Assigned to Court Service 

Court 

Nevi Castle County 
Family, Court 

Kent County Family 
Court 

Sussex County 
Family Court 

Clerical 

83 

-0-

-0-· 

by 

Court and Job Category 

Interviewers Counselors 

12 58 

-0- 13 

8 9 

Special 
Projects 

94 

-0-

-0-

Total 

247 

13 

17 

~------------------~----------4_--------------~------------_+--------~-I----------1 

Total 83 20 80. 94 277 
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o FA-6-72 records indicated that a total of 28 Court 
clients received direct volunteer services in Kent and 
Sussex Counties. Data relative to client-volunteer 
assignments in New Castle County during this time 
frame "vas not available. 

c) (FA-82-73 and 74~070) to assign approximately 24 
clients 'per month (384 in total as of February 
28, 1975) to volunteers on a one-to-one basis thus 
providing a more intensive relationship for the 
clients. 

o Records were not available for the period from Septem
ber, 1973 through October, 1974. 

o A total of 42 clients ';'lere assigned to volunteers from 
November 1, 1974 to February 28, 1975. The breakdm'ln _ 
by subgrant and counties was as follows: 

(FA-82-73) documentation 6f cl~ent-volunteer assign
ments \'las poorly kept. Accordingly r only two clients 
were registered as having received such service, both 
in l<en t County. 

- (74-070) volunteer activity in Kent and Sussex 
Counties came to a halt follmving the resigllCtLion of 
the Kent/Sussex VIP Coordinator in October 6f 197~. 

- (74-070) in New Castle County, 16 clients were assigned 
to volunteer counselors on a one-to--one basis between 
January and February, 1975. In addition, a ne,\\7 cate
gOJ~ of volunteer service, limited caseload counsel
ing, was insti,tuted; 24 clients were assigned to 5 
volunteers during this time period. 

d) To place an~ supervise (260 of 620) volunteers who 
will contribute at least 4,668 hours of office skills 
(as of February 28, 1975). 

o Eighty-three persons provided clerical services to the 
Courti twenty volunteers were involved in intervimving 
functions ': (See Table 1) 

o Records indicated a tot.al number of 6,557.25 hours of 
contributed clerical skills and an additional 452.5 
volunteer intervieVler hours in New Castle CO'Lmty (,rable 
2). Similiar information for the eight interviewers 
assigned in the Sussex Court. ,vas not available. 

7 
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Month 

April, 1973 
M,ay 
June 
July 
August 
Saptember 
October 
November 
December 

January 1 1974 
February 
March 
April 
May 
Jun0 
July 
August 
September 
October 
November 
December 

January 1 1975 
FebruaL-Y 

TOThlt 

.. 

TABLE 2 

New Castle County Family Court 

Clerical and Inter'Jimver Hours by Month 

Clerical Hours }nterVie\',er Hours 

-0-4.75 
35.0 38.0 

42.25 50.5 
35.0 87.0 
30.0 61. 75 
25.75 93.0 
37.0 107.5 
40.5 157.25 
14.5 . 199.25 

22.25 266.25 
37.25 222.75 
24.0 260.25 
22.75 230.5 
17.75 398.0 
10.75 245.25 

7.0 229.5 
10.5 207.25 
11. 0 132.75 

7.0 414.5 
14.0 638.0 
-0-804.0 

~O-
1187.25 -0-530.25 

6557.25 452.5 

8 

Total 

4.75 
73.0 
92.75 

122.0 
91. 75 

118.75 
144.5 
197. 75 
213.75 

288.5 
260.0 
284.25 
253.25 
415.75 
256.0 
236.5 
217.75 
143.75 
421. 5 
652.0 
804.0 

,1187.25 
530.25 

'7009:-75-

, 

3. 

of Delavlare, contracted professionals and experienced 
volunteers. 

o Eleven formal orientation and training sessions were 
conducted by the following sources: 

University of Delaware - 4 sessions 

Goodwill Skills Training Program - 1 session 

Court staff and guest speakers - 6 sessions 

o Approximately 100 of the 277 volunteers assigned to 
Court service attended these orientation and train
ing sessions. Topics of discussion ranged from an 
understanding of Court operations to interviewing and 
counseling techniques. 

o At the time of this report, orientation and training 
was performed on a largely informal one-to-one basis 
by the VIP Coordinator, as the cost of contracted 
trainers was felt to be too expensive. 

To provide professional staff with training on the USe of 
volun-c8en, fJ~om Volunteers In Probation (VIP) Coordina.tors 
and from the Program, Developmen·~. and Staff Training Office. 

o In the New Castle Office, one formal training session 
was arranged and conducted by the VIP Coordinator for 
that county's professional staff. E'i ve or six employees 
involved in court counseling services attended. Other 
training was performed on an informal one-to-one basis. 

o In Kent County, training was provided by the VIP Coor
dinator and th8 Probation Department Counselor Super·
visor during regularly scheduled case conferences. 

. 0 in SU8Se}t County, training was performed Oi1 an infoJ:mal 
basis by the VIP Coordinato):~ as needed. 

4. To l?~=ovi~1.9-.Y0~ untGers ,\1i th on.:;:,...qoing tr~:d,nin9:...irom ~mbG£ 
of the court s taf f, VIP CooJ~d~nator Rnd fl'om the Progrml]" 
J5'8'VGIOi?iTIept and Stuff Tralnin~f Office. 

o Voiunteer on-going training was supplied by the court 
staff to which the volunteers were assigned largely on 
an'informal, on-the-job basis. This approach to train
in~ wns characteristic of the VIP project in all th~ce 
counties. 
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that capacity. Hourly rates of pay utilized reflect 
those of the State Merit System's job descriptions 
and corresponding pay grades. In all cases, the lm'lest 
job classification as vlell as steps within that pay 
grade were used. ,For example ( a volunteer who prov'l.ded 
typing and filing services \'las classified as a Clerk
Typist I, pay grade 5, step 1 regardless of the expertis e 
he/she may have had. 

On the other hand I no attempt was made to ascertain 
\"lhetheJ:: in fact a volunteer possessed the minimal quali
fications, according to th~ State Merit System, to per
form that job function. In addition I Table 3 reflects 
the salary increase for State Meri·t System employees 
enacted in July 1974. 

'11117 to~al cost of the Nm"l Castle effort to date was $33,644.2l. 
Tlus flgure represents the personnel and benefit expendi-
tur<~s ($32,132.02) for the Nel"l Castle County VIP Coordinator 
the Assistant Coordinator and the clerk-typIst in addition 
to one-half of the total operating and travel expenditures 
($1;512.19) " ' 

In an attempt to ascertain the financial benefit of the NeVi 
Castle effort to date, the follO'i"ling formula was utilized: 

Benefit - Actual Cost 
Actual Cost 

or 

$36,124.15 - $33,644.21 
$33(644.21 .074 

The net benefit of the project (Benefit - Actual Cost) was 
$2,479.94.. The benefit of the project in relation to the 
cost as portrayed above was .074 or 7.4%. In other \vords, 
for every dollar expended in project operation, one'dollar 
and 7.4 \:!ents ($1.074) ,vas returned in volunteer service. 

\, 

Perhaps if Ne\v Castle volun-teer service hours had been more 
m~ticulously maintained, the preceeding'analysis of that por
t~on of the VIP project ,v-ould have presented even a more .. 
positi ve . financial benefit. Unfort,unately r similiar analysis 
of the Kent and Sussex VIP projects could not be performed 
because vol\.ll".1tc,:.r service hours Ivere not maintained 

-~----------------------------------------~----

I ' 

,I j 

by either of these offices. Clearly then, a need exists in 
all Court offices for better record-keeping procedures. 

IV. Organizational Structure of the Family Court 

In that the organizational structure of the Family Court 
has directly affe.cted the growth of the VIP project, a dis
cussion 6f that structure and its relationship to the VIP 
project is necessary. 

Figure 1 represen·ts the structure of the Family Court as 
it existed throughout the operational periods of subgrants 
FA-6-72, PA-82-73 and, in part, 74-070. In reality fl ••• 

the system was in fact a highly decentralized one vIi th 
autonomous operations in each county.tt l In essence, the 
impact of this decentralized system produced three 
separate VIP projects, one for each court. As a result, 
the follovling problems became evident during the course of 
this investigation: 

o The inadvertance of the statewide administration 
and/or the County supervisors to pursue a more 
active role in the training of court staff on the 
utilization of volunteers, left resistance towards 
their use. The VIP Coordinators interviewed did 
not believe they had the authority needed to arrange 

.,or conduct staff training sessions. 

o Inadequate project monitor~ng by Court personnel 
. resulted in alack of uniform record-keeping proce
dures . Thus , informa·tion supplied to th'is evaluator 
~,'7as inconsistent from county to county. 

o In that operations within each of -the three courts 
was largely au'tonomous I the a·ttempt -to share a VIP 
Coordinator bebleen I<ent and Sussex Offices was found 
to be difficult to opera'tionalize. The fOl.'111er Kent/ 
Sussex VIP Coordinators were hired by the Sussex Court 
rather than the State adminis·tration. Therefore, the 
Kent Office had little input into the selection. As 
a result, the Coordinator's loyalty in reality laid 
\1i th the Sussex Office and as other tasks '\Ie)~e assigned 
in that office, the Kent Volunteer Project slowly came 
to a halt. . 

In an at.tempt to centralize control of the Court r a reorSra
nization of the Court I s administrative structure \"las directed 
by Judge 'rhol1lpson January, 1975. At this date ( it is too 
early'to ascertain the impact the reorganization has ronde 
u~on the VIP project. 

lThe Honorable Robert- D. 'Thompson, liThe Fam:] ly Court Ne\'lslotterH , 
Itlvlessage from the Chief Judge r Reorganization of Courts II Ac'il.'ninis
trativG StructUl::e", Febn.li.u::y, 1975. 

~ ___ --.:.. _____ 1_2 _____________ .. ______ ... J_' ____________________ w_' _1.3 
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'V. Observations/COTIlments 

o 

o 

o 

o 

o 

Records indicated a total 100 of the 277 volunteers supplied 
direct contact ",lith Court clients. Eighty of the 100 volun
teers provided direct counseling (74) or related counseling 
services (6). 

Documentation relating to the impact of the VIP project 
upon professional staff was not available. During in
terviews with' Probation Counselor Sup.ervisors in each 
of the three county Courts, the belief that the VIP 
pr'ojec·t assisted the .ability of professionals to concen-' 
trate their energies on more severly troubled clients 
was expressed. Mr., Ferriera assigned to the New Castle 
Office stated that in February 1975, forty clients had 
been the recipients of volunteer counseling. At the 
same time, his staff counseled approximately 45 clients 
per month per staff member. He believed an estimated 
manageable caseload size, 'i'lhereby quality counseling 
could be provided, was forty. If the VIP project did 
not provide counseling assistance Mr. Ferriera's seven 
counselors would be responsible for an additional 5-6 
cases each. The total caseload size vlould then grow to 
approximately 50-51, a total well over the IImanageablell 
limit. While this point is well taken, it must be 
stressed that the major intent, of the VIP project was 
aimed at the use of volunteers to reduce workloads and/or 
augment services provided by the professional staff. 
Hmlever, the majority of volun'teer activity was of a 
clerical nature" therby supplementing clerical staff, 
not professional staff. 

Assistance in recruitment and assignment of volunteers was 
solicited and provided by volunteer organizations and edu
cational/training institutions. Organi~ations supplying 
volunteers included Volunteers for Self-Help, Retired 
Senior Volunteer Program (RSVP), Delaware State College, 
United Council for Je\vish Women, and Dela'ivare Technical 
and Conununi:ty College. 

The ,lack of physical space in whi<;::h to place volunteers pr-o
viding service to the Court had hindered full development 
of the project since its inception • 

According to some members of the Court staff, the small 
number of client referrals to VIP counseling services was 
purported to be 'the result of staff resistance toward the 
use of volunteers. , 

15 



VI. Recommendations 

1. It is recommended that VIP quarterly reports submitted 
to DARC contain the documented number of volunteer 
hours rather than estimates as to the extent of volunteer 
activity as previously presented. 

2. DocumentCltion of clients served e.g., number and type of 
clients, and length of time receiving volun~eer ser
vice, should be maintained. Volunteers contributing 
clerical skills to the Court should maintain exact number 
of working hours served. Court staff to which these 
volunteers are assigned, could be accountable for such 
documentation. 

3. In thai.: the goal of the VIP project was to implemen·t a 
state''lide volunteer program, it is suggested that the 
Fruuily Court's statewide administrative office pursue' 
a more substantial role in achieving this end. Included 
in these activities should be the monitoring of uniform 
record-keeping procedures as well as a~ranging for much 
needed court staff training on the utilization of-volun
teers. 

4. It is recommended that greater emphasis be pla.ced on the 
recruitment and assignment of volunteers, in the area of 
counseling and related services. Documentation of pro
fessional staff activities; e.g., caseload size, number 
of client/counselor contacts,. should be maintained so 
that future eVClluation may measure the impact of the 
VIP project upon the role and function of professional 
staff. 

5. Job descriptions for limi tpd caseload volunt.eer counse
l'ors and ChildrOll" s Room Supervisors should be developed. 

, 
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CLASS TITLE: Counse'ol~ II 

Code: 79626 

Welfare and Human Relations Grotip 
Probation and Parole Series 

CHARACTERISTICS OF THE CLASS: .' " . 
Unclel" general sllper\Tisiol1, is responslble for the investigation of offenders 

and providing'gltfdancc-rcase 'work and counselling services for probationers, 
parolees, juveniles in aftercare programs, imnates of adult correctional instil11tions, 
resid,ents of juvenile correctional facilities, residents of other Departmental 
facjHtles; and performs related work as required. 

EX!\MPLES OF DUTIES: 

Provides counselling on an individual and group basis for probationers, . 
. parolees, juveniles on Mtercare programs, inmates of adult correctional' facilities 
or residents of juvenHe correctional facilities OJ:; to help them t.o achieve an 
adequate personal and community adjustment; conducts pre -sentence, pre -parole 
and other investigations to obtain information about clients and their problems; 
formulates and implements programs desigi1ed to influence offenders to observe 
the 'conditions of probation, parole and the lmvs of the community; an:anges 
placements for those on aftercare, including own home, foster home, group 
l·,o·j·].·), .... -::~" 'l-~""''''C' 'll'S~f'C "0 'llon'}""" l)l''lC O ('' Of r-"111 "\1 O"j-n e 1'1'1..' ":t'1d' O:+P;'''' :.~ V'~IV'r ~ v, t:LC-., llcl/,C .. >, .1.1..0:> 1.. L 1.,.0, •• '-''''' J. ~ , I~A J t; • ~.!~_ ~ ~V G_ .. ).) 

and obtain informati.on about a supervisee's adjustment, problems and needs.; 
plans and cooperates with community ag8ncies for the tn~a.tment ~f client problern s; 
cooperates wil;h supervisory and administrative staff in the development, 
implcmentn Uon and evaluation of division program s, polici.es and procedures; 
performs public relations work; provi.des liaison \vith courts and the Board of 
Parole; attends Btaff meetings; assists in training program s as required; keeps 
detailed records on all matters relevant to clients; writes reports; assists in the 
lrnpJ.cmenI:atiol1 ofinstituU on related programs a ncl in the administration of Field 
Services faGilities or aftercare faciJities; docs related work as requircd. ' ' 

MINIMUM QUALIFICATIONS: 

TraIning and Experience.: Possession of a master's degree in Social Work from 
an accrcdHca-Sci'lOOl of Social Work; or possession of a rn~1St:er' s degree in 
Socl.olog·y, Psychol'ogy, Guidancc, Criminology or Corrections and one year 
experience as a counsellor, case worker, probation or pEn"ole officer in an , 
agency or institution adherj ng to acceptable case work sra ndurds; or gradua tion 
from n n accredited college or university with a bachelor's degree, preferably 
in one of the behaVioral sciences and two years of experience of the type specified 
above. 
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Code: 7962G 
. . , 

, , 

. " 0' t-

~nO\l:'l~dg~) ~bn~,ties and .Skills: TI:orough knowledge of the prinCiples, practices 
~nc1 t~chmques or ~orrcc~lOn~, partlcularly probntion, par9le , or aftercare for 
Juvel11l~s, and then" applIcatIon; a sOllnd philosophy of corrections considerable 
knowlear;e ?nd understanding of human bchavjOT and th~e factors that influence 
Buc;h b?l:~;)l~r, l"t~~hniq:le8 qf co.unselling and .r;~idance; and understanding of 
an~ alJlllt), to p..:,lform d, superVIsory role; 8]nhty to organize, analyze informntjon 
ana, ~f~ec~lVel~( ~~mmul1lcnte v~rbally and in writlng. Candidates l11.ust demonstrnte 
defllllte cdpal)lhtlCs for superVIsory worle, 
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ADDENDUM TO COUNSELOR II JOB DESCRIPTION 4/72 

. .. " 

'l'hree volunteer coordinators ,,,ill be hired \'lith exper.ience in 
wo~(ing with troubled youths, a knowledge of the Family Court or 
a knowlcag0 of communi 1.:y resources. Tho coordii1a·tors must: 'be able 
to relate to pe:r~sons of nlJ. ages f bZldcg):ounc1s, skills, and abj.li tics. 
They must have an understanding of human needs, behavior, motivution# 
and the ability to develop others' capabilities. They must also be 
skilled in c01nmunicntion:. management and planning. 

The educational requirement is a baccalC'll1.reat0 degree, 
preferably with a Master's degroein sociology, psychology or 
Ino.l'Iagc.ment. Other con:c£;e8 \l£)cfu,l in preparing for this jo1) nre 
personnel .ndministJ.:at:Loll, commnn.i \:y organizat.:i~ n, publi~ relations r 
business procedures f "Jl::i.. ting and public speCi.king _ Expe:c ience as a 
volunteer in community organizations will be recognized. 

Each coordinntor ~il1 be'responsibie for planning program 
esta))lis11lnent or developmGnt in his or her respective county. 
This includes recr~itmerrt, screening, training, plucing and insuring 
tl1e 8Ul?0r\1iBj.Oll of \rolurl.teers. ES1)eciaJ..l.}" tIle J_ut .. \::Gr duty vliJ.l irJ.\rO~LV8 '. 

,'mrking in conjunction with department hcads and staff, but the 
,volunteer coordinators will be functionally responsible to the 
,person direct.ing speci;:\l proj ects for the Family Court:. 

----."- ~ 

. )\PP~.i?C1.11ts f~)~ the pos i tion \~il1 be reor\11 ted from the 
Dt~te c~~11 se~v1co ~ys~Gm~ advertisemcn~s inlocal newspapers 
and c?ntacts W1~1 eXlst1ng volunteer organizations and volunteer 
COOrdll1<:l.tors e selcc. tions will be made )y~1' the local 'CO"l'~t . :. . ~ t t 

.1. 1.. ... - cJGml.n~s "):'n ·ors ~ 

:.The". :oo~di.nu~ors \villl be trained by rendin.g available 1i tEn:aturc 
and cons\.~l t~ng "n. t.h active voluntcer cool:-dinators frol"" - '-1." aacncie c• • W. ". ,,0'C 10.1. 

. "., " ':"". ~ 1011 app:ro~n~:Li:.lt(1) t.hr.3 t.hree coordinators '\viJj. attend 
t:rtanJ.ng ~onf,ere.nces, an~1 wQ)-:k shops. 

rt may be. nec:cssn):y to recruit, 'screen and t ~~ . J . 
coordil1ntor~4 if tl' _.' _ ~ .- . ld1n on.y two 

.. 10 plGSent SUSSCh county coord~nator does not. 
go to gradua.te len .. , school. . 

. . -
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Nelfnre and Human Relutiol1s Gr01.1f' 
Prob<."ltion andPClrole Ser.ios' 

CI.}:\SS 'rI'l'J.lE: Counselor I 

.' 

CHhP)\CTE:IUSTICS OP THE CLl\SS: 

, . 
' .. 

Under supervision, isrespons1ble for increasingly rcsponsib10 
probrttion und parole a.ftcrcure or institutional eel se work a t a 
professional level. 

EXA11PLES OF DU'l'IES: 

Under s~pervision assumes increasing professional rcsponsibility 
in qUuntity and qual it.y fol:' interviewing defendant,S, clients, 
probationers, parolees I their faHtilies und others incl uding public 
and private ~lgencies for the assembYt analysis, ana eVulucltion ,of 
information about offenders for the purpose of assessing their 
personality, problems and needs t and cOllummity r.is1\.t mu}tes 
recommendations to courts, reg'cu:"ding t.he dispositions of cases: 
ma),cs appropria.te placements for those on aftcrcar€t including 
mm horne, . fo~:;t.er home I group home t etc. i counsels ,and directs 
supervi sees about ·the conditions of probation undo parole includinSJ 
the requirements of reporting t payments of fines t costs, 14 0sti tt~tions . 
and problems of community adjustment; develops relationships with 
appropriate cornrnunity resources such as schools, employc1~sl courts I 
police, and other agencies and groups; visits homes,' places of 
anploymr;nl.: und OtJl8r'S t.o v(->.rify und obtain informa tion about a 
supervisee's adjustmel)t l problems and needs; cooperates wi ~:11 and 
ma)~es ,referrals to community a genci es i cooperates \'(i th' voluntccl:-s 
as directed; invest.igates violations, )~eeps detailed case histories 
and other records as roquir'edi after i.1~aining may conduct group 
counseling sessions; attends classes l conferences, tiaining 
progTums for staff developmerrl: t performs readings or other projects 
as required to increuse knO\vledge and undorstunc1:i.ng of the 
~dministrC1.tion of criminal justice" partic~larly probation, . ~arolei 
and aftercareo 

MIN.Jl\mH QUALIFICATIONS: 

JJ.a,j.n:i.n9 uno Expt?l."io.r:£~: Graduation fl."om an accredited college 
?r university wit.h a bachelor I s dogreo 1 preferably in one of tho 

'behu'vioral sc:l.ences. 

J(nowledcrc, J\bili tics and S}d.lls: Rudimentary )mowlc.~dgc of the 
sociolo0ical ~lnc1 psychologicnlaspccts or behavior; ai)titudc for tho 
dovelo~nent of inter-personal relationships, interest in providing 
guidnnce .tor offonc1c);,s; ab:lJ.it~l to cOlnr)1tll1icute vct'bally and :i.n 
wri t.in9 i elell\cnta~·y ~p:n sp of intervi ewing techniques; ubili ty t.o 
orgC1.ni~.c and ):"epm~t :i nfOnllu.tionj ab:i.:U,ty to maintnin .an acceptnble 
appoar.ance I cooperate with' ot11crs una tl coopt sup0.rvi sion 0 

..-. _ ............. ' .. . 
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Code: 12822 

GcncrCJ1 Clerica'l ,and Administrative Group 
'Typing, Stenographic'and Secretarial Sciries 

CLASS TITLE: Clerk Typist II 

CHARACTERISTICS OF THE CLASS: 

Under general supervlslon, is responsible for performing 
typing and clerical ,work of moderate difficulty; the \\Iork frequently 
requires public contElct and lnay involve limited supervision over 
others; an~ performs related work as required. 

EXAMPLES OF DUTIES: 

Types statistical, medical, legal, scientific and other 
moderately difficult material from draft or transcribing machine; 
types letters, memorandas, reports and other narrative material; 
composes routine material; answers telephone; greets visitors: 
makes appointments; e>~;::,lains rules and regulations to the public; 
accepts cash and checks, issuing 1 ic'enses, negistrations and other 
documents; maintains less complex bookke~ping, financial, cost, ~ 
time; and attendance and other records not requiring detailed know
~edge; checks computations for accuracy amd makes moderately complex 
and varied calculations, adjustments and tabulations; operates a 
varic~y of office machines and' equipment. 

MINIMUM QUALIFICATIONS; 

Training and Exoerience: Graduatio~ from high school or GED 
certificate, including coursework in typing, and two years of varied 
typing and clerical experience; additional experience of the type 
specified above may be substituted "on a year for y.ear basis'; for . 
up to two years of the required high school education; successfully 
completed post high school 'traini'ng in clerjcal or business studies, 
including coursework in typing, may be substituted on a year for 
"eCl r.: ba·s is 'for' the requ.i ree! exper i ence. 

Know1ed9G, Abilities End Skills: Good knowledge of business 
·spelflng a(id cOiffilcrcial arit;,metic; good knowledge of office 
practices a,nd procedures; so:ne knowledge of simple bookkeeping 
records keeping. 

and 

Ability to plan and produce well-balanced und attractively 
arranged type written matter; ability to learn rapidly; ability to 
maintain moderately complex clerical records and to prepurc detailed 
reports from slIch records; ability to meet with and deal effectively 
with the public. 

Sufficient skin in typing to em'lblc an applicant to complete 
L~O net words per minlltc . 
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JOB: The Clerical \."or}~er augments the rcgulnr staff by' 
performing 11m-, and/or non·-routine proceclures such as es~'~blishing 
filing systems, receiving tc~ophone calls, keeping records up-to
date, typing special rcport~, etc. Emphasis is placed on completion 
of projects uDder limited supervision, some knowledge of standard 
office procedure and understanding and adhernnce to the need for 
confidentiality" 

DUTIES: 1$ Carry out instructions from staff. 

20 Work regularly 2-3 hours per '·leek., 
Commitment for indefinite period. 

QUALIFICJ\1'IONS: 
aetai 1 of "lork ~ . 
confic1cntialitv 

...... .. , J 

. ' .. 

Someone \'1110 has ac1equute typing (1)il1,ty and in 
, ' , 

When such skill is required. J>.hiJ. i ty to 1~eep 
of record3 • 

Pleasant person who is willing to help in areas of current need. 
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Interviewers 

Case Processor: Preliminary Hearing Intervimver 

Applications Counselor 

Case Processor: Pre-Sentence Investigation 

, 
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JOB DESCRIPTI0i.·T: CASF; PROCESSOR: PRELI1-1INARY HE1\IUHG INTBRVlm'7ER 
,-:';"'-'~~"";'::';""';"';';",,",--';'" 

, , 

JOB: This position would involve reviewing the records (if 
~vnilable) of juvenile or adult defendnnts in custody prior to 
the hearing. These porsons have been detained overnig"ht·
juveniles at Bridge Bouse and adults at the police station. 
The volunteer would see tl1'e defendant while in custody, would 
determine the' nature and e~~tent of the offense anc], if possible, 
learn the d'etails of the c££ense fl:om the complainnnt. 

The defencJant must be made aware of his rigbts' and if 
he/sne plends not guilty to the charge I the volunteer ':lrites a 
brief report to this effect. This exchange between volunteer and 
defendant must take place in the presence of witnesses~, ' 

The volunteer would learn v~lether or not the defendant 
'needed or \'l3nted an attorney or. the public' defender. Using 
judgementt the volunteer '.'lould also determine if the de'fendant 
could be released on his m'm recognizance or \';llet11er he should , 
b,e t:akc:n into Court for the setting of bail by one of the Judges, 
pending a henring. If necessa0y, the volunteer would also find 
\'I'hat witnesses were needed and \'Iould' arrC'lnge to have them subpoenaed c 

llihe case 
giving verbal 
{f)~om school, 
to the Intake 

processor's \'Iould be responsi1)le '(at times) for 
and/or written 'reports to the Judge of his findings 
etc~) and recommendi~ions~ ·Volunteer is assigned 
Department. 

, ' , 

TIME COMMITMENT: Usually requires morning hours, 
'two~half days!vleekfrom 9:00 b.H., 12:00 P.lv1" or 
3: 00, P • .'1-1" 

one or" perhaps 
one ~~y 9:00 A.M. 

, . 
, ' 

QUl\IiIP;r:,CiVj1;rQt·!s:, The 'c~se processing joh r.equires a pers'on ".,ith 
" ',tact 1 t11e a'j)ilit:y to develop jbdgemcnt, 'and a Coopc);ative relationsl1ip 

"with t:he immediate supervisor in discussing cases and making decisions. 
,]\1)ove all, the case P):o9cssor must be sensitive to and identify 
wit~ the needs o~:juvcniles6 

, 

" . . 
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, " 
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p'OJ3 DESCRIP'rION !!.0?lications Counselor 

JOB: An appiicatio~s counselor will supplement existing "services 
offered by Neiv castle County Family Court. Following an established 
pro~eduret he or she will interview people coming to Family Court 
to make a complnint or discuss a family problem. Emphasis will 
be on listening and gather ing infol."ITIation about th'e nature of the 
problem in order to decide whether there should be Court involvement 
or whether some other ',action is needed. 

A re'gular1.y scheduled time and place for interviews ,·Jill be 
established. rl'he applications counselor will be trained for the 
position, will continually work closely with a casework supervisor, 
and Hill have access to designated Court files.. He or she ,..,ill not: 
be involved in the Counseling or disposition of cases accepted by 
the Courto 

DUTIES: 1 .. Be available for interviewing prospective Court cli~nts 
at least three to four hours one day each week for a period of nine 
months to one year ~ One day or ~2 day /\'l.eek. 

2. Conduct interviews to collect ihformation, explore 
al.t:ernate cour~;es of actrn, and reach a decision on 'dhether or not 
Court involvement is indicated. , 

3. At the end of each interview, fill in appropriate blanks 
on the front of'the fact sheet and write a brief narrative on'the 
back. 

4. Whebe Court involvement i& decided upon, 'set up 
appointments as needed and deliver records and application face 
sheets to the proper department. 

, .. 

5. Co'nsistently record the' tirne whenever fact sheets and 
accompanying reco:cds are picked up and returl)ed to the secretary IS 

, de'sle.·' " 

6. Consult frequently ".,'i th the casc\\'ork sup ervisor. He 
or she is available for ad~ice at any po~nt during an interview. 

7. Attend in-service training meetings as requested 
by the supervisor. 

,t ~ • , l t • 
. ll.1 ........................ ____ .. ____________________________________ __ 
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~Job b'escr5.'pt.ion: Case Processor - Pre-Sentence Investigation 

ifob =. To f:i.nd and develop V)11atever relevant information is available 
on the client prior to sentencing and convey it to the Court Coun
selor and/or Judge. Reports should be wrltten unless time dOGS 

-.not permit and should include information regarding"interviews 
,·Ii t.h families and client himself/herself, school,' cTQployer t police 
checKs, other agencies,' and results of any tests (i. e , .. psychologicals t 
etc .. ) wh,ich have been rdquested by the Court. 

In all cases a '\vritten report should be submitted.. Only in rare 
cases( \'lhere time does not permit, '\vill an oral :report 1)e used. l"l1en 
it is necessary to give an oral report, it, s110uld be follO'\'led up 
with a memo for the Court records including infol:mation about what 
''las said t and placed in the clients folder 0 

.Qnal:i.fica tions : Good interviewing tE'chniques and an ability' to 
developt assemble, 'and summa):,ize facts and interpretations in a 
col1erent, concise, and meaningfull fol."1l1.. 'Nillingness to keep all 
information acquired confidential o 
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Counselors 

Case Processor: 
Summal~/Referral 

School Liaison 

VolUnteer Tutor 

Financial Counselor 

Organizer 

Colunteer Counselor: 

Family Counselor 
Big Brother/B1.'g . S1.ster 

Case Processor: 
Case Report 'Organizer 
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:ron DESCRlpr;:\IOH ,CASE P}<.OCESSOR: Sur'1I'1.\RY!RBFERRl~L on,G ;\~I ZEn 

, . 

u.... ," ~. 0 ' n - a 

~OB: Summaries incluoe informa.tion about a client which is 
shared with other social agencies (either commital institutions, 
i.e. Ferris, 1'loodshaven-Kruse) or referr"'l "'gencl' os (. e l1e t 1 

'Hygiene clinic, ,Governor Bacon, etc .. ). • 

'.' 

" 

I 

The compila.tion of som~ summaries requires information be 
upooled" from t11C, client I s file of a social history nature - family 
bac1~ground, behavior patterns and attitudes, mental and physical 
healt11. This typc' summary may require contact with the client • 

. ~ 
Other summaries ''loultl also include relevant bac}cgr.ound' 

information such as Court reports, psychological and school r~ports 
which have been pooled from the client's folder~ . '. 

, . , 

TIl,m: ... J • 

Si~~l~LIFICXr!01:;~: An ability to develop, ,assemble l and' summarize 
facts in a cohercnt, concise, and meaningful formo Willingness 
to keep ,all information acquired confidential. 

, . 
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flOB DESeR! TIT! O~, ~ SCHOOJJ LIl\ISON . 

i!Q&: The School Liaison volunteer's job ''''ill be to assisit 
Inta1~e/Field Staff Counselor in obt(lining relevant ?chool 
information on a juvenile. The volunteer will secure necess
a.ry information rcgardi,ng the juvenile's grudes, assignments, 
a.pti tude, gener al schoC),l pE!rformance, and attendance and 
any other relevant information ·,.,hich \'lill facilitate the 
counselor in working most effectively \'lith the benefit of 
the juvenile in mind ~t all times~ 

." . . 
As School Liaison, a 'volunteer vlill need to ma}~e contact with 
any of: several school officials - guidance counselors, teachers, 
assistant principals, etc., either at the school or via 
telephone when the information is less immediately required, 
At the discretion ~f the Court counselor, ~he volunteer may 
meet with the juvenile in the school setting. 

The information obtained by the School Liaison is to be 
shared \vi th the court counselor verbally and/or in 'a written 
report. 

tl1 I 1," ,,, • /_ _J::!.. Hay vary \\Teekly. 

". 

.QU)\LI'pI(':..':::TIO~'Ui: Reliability I tact and persistence in dG!aling 
\'lith the schoo.l system and an ability ,to est~blish a positive 
rclutionship with them; and respect for confidentia1{ty. 
IntG!rviei'ling experience is helpful but. 'most important, a 
willingness to le~rn~ 
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Job Dcscri.ntion: Voluntecr Tutor, 
,,' 

, , ' 

, 
.;rob: Provide acad~mic instruction in a one ... to-one or group bnsis to 
juveniles who arc having or hnve had difficulty in their schooling. 
The juveniles may be referred fro:u the Illtuke Staff (:-,orking \"i th 
juveniles prior to their being adjudicated) and/or Field Staff 
(''lorking "lith juveniles V{\10 are on probation or continuance). 

I 

, 
Tutorina may be~in a specific area or may be of a general remedial 
nature and should be structured in such a way that will increase' 
the individual's learning capabilities and Clssist him/her in reCll·· 
izing positive results in ncndemic achievement. 

The volunteer tutor may need to c~ntact the juvenile' s 'reg~lCll: 
school teacher to insure that the tutor is meeting the ~chool 
needs of the juvenile as identified by th school pers~hnel., 

J'ime:"" Joiinimum of 2 hours/week depending upon the loc'ation of: 
the tutoring se~sion (child's home, school, community, youth 
group or the Court). 

9.ualif:i.~_ution~: Knovlledge c:nd/or e:xperience in tutoring 
progrc::Jns; t)iact and persistence in 'cealing with the school 
system; patience and unc1erstanding in dealing with slm" learners i 
an,d the ability to estabJ.ish a friendly and helping relntionship 
with the juveni19(s} being tutored. : 

" " 
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,9'0'12 ,Description: Financial Counselor . ' 
~ob: Regardless of' the nature of the legal/social problems that 
Corne thrdugh the Family Court, many may be due tb or complicated 
by the financial situation of the client~ Often, the adult client 
is unable to adequately manage his/her finances so as to provide 
minimum,maintenance or support of tho, family unit. 

The Financial Counselor ,·,ill be referred to those persons who 
sincerely need and want the services of financial counseling. This 
counseling would includo~assisting the. client and/or family in 
compiling a financial cost of living information data sheet (see 
attachment) so that the client may be made m'lare of 'vhere his/her 
income is going and how it may be budgeted more realistically. 

The dept11 of the counseling relationsnip mClY be left tc? the discretion 
of the volunteer counselor. ~1e relationship may be short-term 
'1it11 the client coming to t11C Court only once or b\1ice, or long-term 
where tIle volunteer may conduct his counseling in the Court or hom~ 
environment. The cO\lnsel:Lng situation may also indicate that tl1e ' 
counselor' contact 'cre'di tors I loan companies t etc .. and any otl1er per
sons ana/or agencies to \\111ic11 tl1~" plient 'is financially obligated 
to act in a mediating capacity_ 

The' ,Financial Counselor may also ))e assigned to \'lOrk with the Support 
Departn1cnt in arrearage cases , .. lhic11 'v.'Ould necessitate a one-time 
contact only for the purpose of compiling a financial data s)1eet 
for the Judge at the Support hearing .. 

:r:.i)ne: Hinimum\'lOulc1 be an initial meet;i.ng \.;rith client to dete:crnirie 
needs and if help is desired~ Should })e available to t)lC Court a 
minimum of one hour per week. 

, . , 

,QU9. l :i,fications ~." Requires a kl:owlcdge of financial and budgeting 
, needs and an ability to be sensitive to otl1CX'S needs ft.n that area .. 

Also, requires an understanding and patient listener and one \vho ' 
is .abl(:' to deal \vith 'a variety of persons in thepubl,5..c .. . . .~. ~ 

" 

" 

, , . ... 

" 

.. ·U~~_I ____ ~_:. ____ '_' ___________________________ 3_3 ____ ~ __ • _______________________________ __ 
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/:;' ,U~:::~~: ,': ::::-
p'ob: Being a Voluntc~r Counscior requires the sh~iing of some free 
~fimc v/ith ~ juvenile in need, and helping him/hel.~ in every ,,,ay possible 
to achieve a pocitive self-image, self-reliunce, and:capable of 
forming value judgements. 'The Volunteer Counselor,.t~rough concern and 
understanding, serves aSIa positive adult model for the y6ungstcr 
and his family~ 

Thc rclZltionship of the Volunteer Counselor "lith his/her juvcnile 
,should reflect concern, understanding, and friandship. This concern 
may be sho','m in any various urcus - being available for ,rap sessions I 
taking him/ncr on outings (possibly involving in fal1'ily Zlctivities), 
ta}dng the juvenile or particip~ting in sports events, and assisting 
in finding job opportunities. 

, ' 

This .job requires that there be an open communication channel 
between the volunteer counselor and the j'uvenile, and beb·,'een the 
volunteer and the Court counselor to whom the youngstGr is assigned~ 
Both persons are concerned with meeting the needs of the juvenile t ' 

, . 
'perh~ps, through a developed case plan. In this effort, it is 

" I 'adv).sable that the Volunteer Counselor submit a monthly report to the 

.' 

Court Counselor and at the termination of the assignment,' a \.,rritten 
summary and recommendation regarding the juvenilco 

If any guestion~/problems arise concerning Court matters (i.e$ ,pro
bation term, requirements, restrictions; violations, etc.) should be 
referred to the Court Counselor. Should. be three t.o six months nnc1/ 
or the duration of the juveniles probation or continuance \'li th the 
CO).lrt. . . .. . 

I • • • 

:J~imq: l>1inimum 1-2 110urs per week cont:act 'wi t11 t'hc' juveni l'e A • 'Additional 
time may be.needed for meet~ng/talk~ng with the Court Cou~selor, 

, l.~epol.:ts·1 ·· .. etc·.'·· " ." . 
, 

" 
Qualifications: A maturo, concerned citiz0l1 willing to hold to the 

. neccs;ary and c6nsistent time commitment. volunteer must show good 
judgelnci1t and ponsess an underst.anding and concern for youngsters in 
trouble and possess th.e nbili ty to communicate this .. \ 'rhe Volunteer 
counselor needs sound judgement and an ability to accept people from 
« val:iety of 1)ackgl:ounds. ~ 

" 

'. t: 
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.JOB" DESCRIJ?1'IQQ - • Fl\r4ILY COUl':SELOR 

" 
. , , , 

von.: Volunteers in the Division of Alcohol Pl:'oblems Unit 
\"ill' make on(~-to-one contact~ with the spous~s of t110se per.son·s 
currQntly on probC'ltion in th~t Unit. The Division hanc1:1es morc 

'male probationers than female, so contact will most often be 'iii th 
the \'life. 

Volunte~rs will be given n~mcs of persons to contact 
aft~; the Court Counselor has had an initial counseling session 
"lith the husband and, hopefully, the \\1ife (together) 0 

, 1 

The '\Tolunteer I s first contact should be via telephone. 
At·this stage, the volunteer should encoura~e the person (client) 
to participate in a group discussion (one night/weck) at the . , 
Court which will,be conducted simultaneously (but Clpart from) 
the group meeting held by the Alcohol Unit Counselors with thei~ 
probationers. 

These discussions will be designed'so as to' encourage 
the spouse to become involved in the AI-Anon Organization the 
purpose of which is to help the families of alcoholics undGrstand 
and live \vith the problem of alcoholism anc1 '!.'lork toward a solution. 

.~ Vol~ntcer contact with the 61ient will terminate 
'\Vhcm the client ))ecomes involved wH::h AI-Anon and/or the spouse IS' 

'probatipn c>:pires. 

!l!1t~~ .cm'l~'1rrl'lENT: Hay vary depc:mding upon the caseload of 
:; 11lcohol unit Counsclors'( possibly <1 ... 6 hour s/\,wek .. 

.' . 

; j :. '. ' . ~ ," 
t lQU;\l~!FICl-\'l'I.Q~S· : Ability to communicate, 'underst cmd t empathetic (> ,.'.' ' 

t iVolunteer must have a thorough kno\,llec1~!G of: alcol101ism as' an illness 
iand be. able to convey 'qn qpennc'ss ,and freinc11incss tm''!cll"d :client 0 • 

\Voluntoar must keep informa.tion confidential oti1er than shnring 
; 'pertinent informCl.tion \'.'i th COU1"t COl,111sclm:s. Pre£errable to have 
,lncti ve membcr of Al··Anon as voluntecl~. 

" " 

..... ~ 
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JOB DHSCRIPTION: Case Processor: Case Report,O~ganizer .. 
,PURPOSB: To ma1~e',a "working" file (from coux:-t' file) :tor court 
counseJ.o~ on each ne.w caso assigne.d to him/hero 

PROCEDU D.:] : 1. Staple current disposition to left side of '. . -
foldc~. : 
20 ,Xerox and arrnngc in .ch):onqloCTi~(11 order (I·lost recent, first) 
all perti~ent informDtio~ regarding the client, specifically: 

(a) Social Background Nnterial 
1(1 " P~ior cour.t reports 

. 2. School reports 
30 Psycholosric~l reports from the last yeari 

notation can be ma~e of any previous reports 
40' Evaluations from Shelter & Diagnostic Treatment 

unit and any other ntate ·agency involvement 
5 Go Hec1ical in formation , " 
6~, Correspondence regarding the client, specifical1~ 

i.eo t schools, referrals made by counselor, 
,letters of ucccptc.H1.ce/rej cction for se'rvices 

fr.om another agency (this can be noted on a 
copy of the counselor.' 1 s refer):a~) , 

:~) Dispositions 
" Xe}:ox all post dispositions regarc1ing the client 
npccifically 

(c) Docket Sheet 
Xero,x docket sheet and mote :on it t.he d:i.sposi t:l.on 

of each chargeo 
" ' 

3~ Notation rather than xeroxing may be made regarding certain 
information: 

.. (a) ·Note. any discrepancies, i,,8(>, "facts" that· .' 
don t t coincide \vi"-:h one C),nother 

,,', ,~.. ,(b). Note any fam,ily or pc)~sonal pnttcrns, .~r,agic 
events t' et'c" 

.. 

(e) Noto any referral to Hontal Hygiene . " . 
(d)., Note ,any past charges \vhich mny not. hc.\Vc not: 
have ))oen'disposed of 
(e)'" Note if any follm"-'-lp infm:nH.1tion is necesscu:y 
i.e~t if re.ferral to another agency has not been 
aclmowlcdgcd 

40 Request scheduled hearing dates 

. . , .. "'-

't'I\ ... , 
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Special Projects 

Transportation Volunteer 

Volunteer Librarian 
'" 
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,-_ .. JOb J)cscript:LOn: TransJ)ortat:Lon Volunteer , . 

. 
, . 

, . 

~. , 

~cl): Provide transportation for Court clients (and/or family mem
hers) to 'other agencies, institutions, etco for-the sole purposG 

" of Court-rGlatcd business o This service need is to be determined 
,by thG Court Counselor based on his/her knowledge that the client 
has inadGquate transportation on his own~ 

, " 

Transportation services are needed in several areas: (1) to convey 
~lient to-from various appointmGnts :"hich the Court ·has suggested 
or arranged - doctors, dGntists, Mental Hygiene Clinic, Couns~ling/ 

II 

psychological appointments, etc .. ; (2) to provide parents a mGans 
of visiting' c11ildren detained in Bridge House and other institutions i 
(3) to transport clients (especially juveniles) to preplacement visits 

Wl1ich l1uve })oen arranged by the Court. r;,'he lat:ter providGs « juve
nile tl1e opportunity to see where he is gO,ing and \'Jhat community 
services are available. .. 

:.rho£::!: :. Prefel=rably onG day per \~Gek so that transportation schedule 
may be pre-arranged~ If possible, to be "on-callI! v;hen emergency 
transportat~on is needed o 

. 
.Qtm)Jl:i.cC1 tion~..!.. A driver f s license I sa fe driving record, and ade-
quate automobile insurance ¢ ('1'11e volunteer is also covered by the 
Court I s insurance when transportation ser\r:i.ce is being provided for 
the Court on Cotn:t time.,) Volunteer should be reliable and on time 

, ~ 

,. .. ...... 

for appointlnonts.. The volunteer c:ohould . 1 'b "', 
in a position to facilitate tlw IIl~elp' a so e aware 'Chat he is 
ing t tl l' long process 11 by dernonstra t-
• 0 1e c . .lent a concern and' friendlinoss ml _ 1 _ 
need c• abc'} 1 • J. 1e va unteer 
j~lV OJ '1 C3.~l.c ~now, edge of Court procedures for dealing ,,7i th 

).,
.11 en.1. es .1.11 ol"der to handle possible s'l tua tions "'h.1.' c):, ma'y ar~.se 

transit. • ..1 
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Jon DESC!U P'l.'I ON 
• I - VOLUNrpBBn LIBrt.;nI l\N • 

, . , ' . 

~: ThG LIBRJ~RIi'.H will be responsible for the initial organ
ization and setting-up of the Court library: This \1i11 require 
an assessment of rnnterial currently available in the library 
deciding ",hat materials sh~,uld be in the li1)rary (based on s~aff 
input), and determining v,lh;,H:. tools (i.e~, equipment, files, car()s,' 
cataloguing datu). are needed to operute the librury 0 

!tn·a;;: To be left' to the .di f:.~c('etion of 'the librari~n. He/she 
''1:i.11 he the best judge of the amount of time ~ece~s'ax:y. 

.Q1l?'LI.l::!£.;:.'T'rCH8: Should be trained in the are'a of library 
SCl.GllCe and, perhC'lps I have some knowledge of ~legal, social, 
psychologicC1l literature necessary for a Court library. ' 

and 
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. J.... ~ J. ~ .. • • ,J 

____ ~NEW CASTLE ___ SUSSEX __ --.;:.KENT 

. Mr •. 

MiBS 
NA,lIill" Mrs .. 

Volunteer. In Probation Appl:i.cotion Form 

BIR'rHDATE -------
ADDRESS _______________ _ 

I 

MARI'rAI.l 
S'rA'fUS --------------.----

CHILDREN-NAHES and AGES --------------------------------------------'. 

". 

TELEPHONE HOME __________ BUSINESS __________ _ 

" '. 

OCCUPATION ____________ ~ ________________________________ . ____ _ 

EMPLOYED BY _________________________________________________________ __ 

ADDRESS _______________________________________________________________________ __ 

EDUCATION _____________________________________ ___ 
mr.Jt _,.._ 

Elementary or High School Gr.ade Completed 

College and/or Graduate School Degree 

VOLUNTEER EXPERIENCE _______________________ _ 

PRESENT l'1EltlDERSI1Il? COMMUNITY CLUBSiOHGANIZATIONS" ______ ._ .• , ___ v __ 

-------------------------------------------------------------------------.-----
HOBBIES/SPECIAL INTEH.ES'l'S _____________________ _ 

, 
REFERENCES-C01.>lPLETE NN,m, ADDHESS, AND PHONE NUl-mER 

------------------------------------------.-----------------_.--,_.-------
b" 

---------------.----~.,-.,--,-----------------.~--~~ 

c .. 
---.---.-------.----.----------------.-,~~.---.--------,----------------.-~-.-

<. 

-_._.-..... , ,., .. --,_.,----_._-_ .. -,--
Signature Date 

41 

". 



~ 42-
• 

" ' 

TD.i!:': S:H:ET FOn 1 --- '-.------------~,-.---------------
I . l.El~GTH Oi" C O.i':~\nTTl'1lj'NT : 
.~ ----------------------------~-------------~----.--. . , 

:.l/OT~P' 

'\ 
JUNE . 'SM~ 

1st We~k"'-

" 

I ;2nd Week I 
3rd "(ie e ~ ---" > f '--:- I_J. 
~ w:. _.--c-~. __ ~ 

" 

THE l"AHILY COURT 0li 7.'HE S'N'l'rE OF DEI,AYlARE 
FOl~lm~'l C2\S'l'LE, J(ENT, SUSSEX COUNTY 

, - -
VIP l·lONTIJLY REPORT 

(Statistical) 

I. Total number o~ volunteers available., 
Number of VIP requests received from staff. 

'Volunteers assigned to cases. 
Number of VIP teDninations. 
Total number of registered volunteer groups. 
Total number of group volunteers. 

II. VIP applications received. 
Applicants interviewed. 
Applicants ai)proved for training. 
Applica.nts in training.' 
Volunteers approved for assignments. 
Number of hours of VIP service. 

III. Clients assigned to VIP's. 
Client/VIP relationships terminated. 
Nu~ber released from probation. 
Number requested by VIP. 
Nurnber requested by' st(J.fL 
Number violations of probdtion. 

IV. Areas of VIP activity: 

One-to-One 
---~---SUPPO):t 

Cler,ical 

. 
Intake 
Tutoring ________ __ 

. ' 

, 

n 43' 
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Ct~r:jes carried From Previous l~lonth Juv .. l1dult Total 

Cases 

Cases 

CClS0S 

l~ssigned Tl1:i.S l~onth 

Closed This !~lol1tl1 

Cm:ried )rortt.J8:cd 

In.terviG'ltlS 

Office 

Cl:tent 
Col1Cl tc:n::al 

Totol 

Court Reports Writtr:331. -====>-===
Summar~.es or neport:s to Others 

L. 
20 
3" 
40 

. 50 
60 
70 

1 .. 
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Field 

Client 
Coll(;d:(;H~al 

~roy;al 
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THE FAl'1ILY COURT OF THE STATE OF DELAWARE 

Referral for VIP Services 

To: Co-ordinator, VIP Services 

From: 

Re: Request for VIP Services 

The undersigned person'requests that VIP services be 

provided for' the follovling: 

.. 

STAFF MEMBER 

From: Co-ordinat.or, VIP Services 

To: 

Re: Request fo~ VIP Services 

Request for VIP services received and volunteer 

assigned. 

Volunteer Assigned 

Date of Assignment. _____________ _ 

VIP CO-ORDINA'.rOR 
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Persons Interviewed 

1. M.ichel1e Hannahs, Program Monitor, Dela~vare Agency to Reduce 
Crime 

2. Ralph Turner, Assistant Administrator, Family Court for the 
State of Delaware 

3. Beverly Barnett, Program Evaluation and Staff Development 
Officer, Fruuily Court for .the State of Delaware. 

4. Bobby Benjamin, Volunteer Coordinator, New Castle County 
Family Court 

5. Ellsworth Thompson, ~ssistant Volunteer Coordinator, New 
Castle Family Court 

6. Daniel Meyers, Probation Counselor Supervisor, Sussex Family 
Court 

7. James Truitt, Probation Counselor Supervisor, Kent Family 
Court 

8. Jack Hearn, County Supervisor, Sussex' Family Court 

9. Pedro Ferrieira,Supervisory Unit. Counselor Supel:visor, New 
Castle Famrly Court 

10. Sister Anita Kinz, Program Director, Volunteers for Self-Help 

11. Cindy Morrov; r Assistant Program Director, Volunteers for 
Self-Help 

12. Jean Bussian, Project Director, Retired Senior Volunteer Pro
'iJr run 

13. \\1illiam McDonough, County Supervisor, New Castle Family Court 

14. Ronnie ~Iarris6n ( Family Court Volunteer 

15. Rosemarie Nichols I Fmnily Court Volunteer 

16. Natalie Cra\vford, Family Court Volunteer 

.... 
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