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Memo

To:
Participants in the Municipal Court Clerks Certification Program

From:
 Tessa LaManna
Date:
8/8/2011
Re:
Level III Requirements

The Municipal Court Clerks Certification Program encourages professional development and educational growth. It is comprised of three levels of achievement. Upon achieving Level III and submitting proper documentation for certification, a clerk will receive a certificate designating him or her as a Certified Municipal Court Clerk and is entitled to put the designation CMCC behind his or her name.

The information in this packet was developed to provide municipal court clerks with information for completing Level III. It contains the following information:

· Requirements to participate;

· Educational requirements;

· A list of required books and costs (Attachment C);

· Information covered on Level III exam;

· Observation requirements and Court Observation Verification Form (Attachment B);

· Sample questions to ask when observing and procedures to look for when observing;

· Journal requirements and Process for reviewing journals;

· A sample journal entry (Attachment A);

· Form for checking out books from TMCEC (Attachment D);

· Application for Level III certification test (Attachment E); 

· Registration form for assessment clinic (Attachment F); and
· Application for Level III certification (Attachment G).
If you have questions regarding the information in this packet, please contact me at 800/252-3718 

I wish everyone success in the program.

TMCEC, 1609 Shoal Creek Blvd., Suite 302, Austin TX 78701     800/252-3718(o)     512/435-6118(f)

MUNICIPAL COURT CLERK CERTIFICATION PROGRAM           LEVEL III REQUIREMENTS

SPONSORS

The Texas Court Clerks Association (TCCA) in cooperation with the Texas Municipal Courts Education Center (TMCEC), the Texas Municipal Courts Association (TMCA), and Texas State University-San Marcos sponsor the Municipal Court Clerks Certification Program. The development of the program was funded by a grant from the State Justice Institute (SJI) and by a grant from the Court of Criminal Appeals. Currently, part of the funding is from a grant from the Court of Criminal Appeals and the participant pays some costs to participate.

Prior certification

To be eligible to participate in Level III of the Municipal Court Clerks Certification Program, participants must have already achieved Levels I and II of the Certification Program. Proof of those levels of certifications must be provided when registering for the Level III exam, registering for the assessment clinic, and when applying for Level III certification.

Required Reading

Participants are required to read 15 books. See Attachment C for a listing of the current books. The books are available for purchase from TMCEC, local bookstores, or on the Internet. Many titles may be found in local and university libraries. The approximate cost of a set of books is $500 (new). A limited number of sets are available for loan from TMCEC or TCCA local chapters. See Attachment D to request books from TMCEC or contact a local TCCA chapter. Study questions have been prepared for each of the books. They can be purchased from TMCEC or downloaded from our website free of cost.
Testing

Participants must pass all parts of the Level III exam covering the following domains based on required reading:

· Caseflow management;

· Human resources management and development;

· Leadership and communication;

· Budgeting, costs analysis, court collections & internal control;

· Records management;

· Total quality management; and 

· Office management

The test can be taken as a complete unit or it can be taken in three different parts, Part 1, 2 or 3. To streamline the study process, each part of the test has been assigned specific books from the required reading list. If the test is taken in parts, all parts must be passed within five years of the first part passed.

Set one: Management and Personal Development

· Organizing Your Workspace: A Guide to Personal Productivity (Revised Edition)

· Leadership When the Heat is On (Revised Edition)

· Applied Strategic Management: How to Develop a Plan that Really Works

· Managing Transitions: Making the Most of Change (2nd Edition)

· Team Players and Team Work

· Dynamics of Diversity: Strategic Programs for you Organization

· The Complete Guide to Performance Appraisal

Set Two: Court Management

· Record Management: A Practical Guide for Cities and Counties

· Court Management Library Series: Trial Court Handbook

· Texas Municipal Courts Financial Management Handbook

· Protecting Court: A Practitioner’s Guide to Court Security
· How Full is Your Bucket?

· Caseflow Management: The Heart of Court Management in the New Millennium

Set Three: Organization

· Management of Organization Behavior: Leading Human Resources (8th Edition)

Testing is offered at Levels I and II testing sites, which includes testing after all of TMCEC's 12-hour clerk programs and usually at TMCA and TCCA's annual conferences. The cost of the test is $50 for all three parts or $25 to take parts individually. This is a non-refundable fee and may not be transferred to other testing times and sites. Checks are to be made payable and mailed to the Texas Municipal Courts Education Center (TMCEC) for processing. See Attachment E for application for test. If a clerk does not pass the exam at one of the testing sites, he or she may request to take it at the TMCEC offices in Austin.

Observation and Journal

Participants are required to complete the court observation component within two years of the date of the first court observation. The observation component consists of 40 hours of court observation in three different sizes of courts. Participants must write a journal and submit the journal to TMCEC with original court observation verification form. See Attachment A for specific information on this requirement and a sample journal entry. See Attachment B for Court Observation Verification Form.

Assessment clinic

Participants are required to successfully complete a 24-hour assessment clinic. 

The assessment clinic emphasizes role-plays and simulations on work place problems, employee appraisals, conflict resolution skills, dealing with diversity, preparing a cost benefit analysis, developing a change project for your court, and working in teams. 

The registration fee for the Assessment Clinic is $100, which includes clinic course materials, housing, and most meals. This is a non-refundable fee and may not be transferred to other assessment clinics if participant is unable to attend the clinic for which he or she is registered. Checks are to be made payable to Texas Municipal Courts Education Center (TMCEC). Participants or their cities are responsible for paying for travel, evening meals, and incidentals. 

See Attachment F for a registration form for the assessment clinic.

Training Requirement other than Assessment clinic: 

The applicant must provide proof that within three years, the applicant has successfully completed a TMCEC court administrator program and 28 hours of approved educational programs.

Application for certification

After a participant has completed all of the requirements for Level III, the applicant must apply for certification. Submitted with the application must be documentation of successful completion of all the requirements. See Attachment G for application.

After a certified Level II clerk has completed all of the requirements for Level III and applied for certification, the clerk will receive a certificate designating them as a Certified Municipal Court Clerk and will be entitled to put the designation CMCC behind his or her name.

guidelines for court observation and journal

court observation

court Verification observation form 

The court observation and journal requirement must be completed within two years from the date of the first court observation. The observation must be documented on the Court Observation Verification Form, which is included as Attachment B with this packet of information. The form includes instructions for completion. Contact TMCEC at 800/252-3718 if one is not with this packet or you have lost your form.

Court observation

To be certified at Level III, an applicant must complete 40 hours of court observation of municipal courts other than your own and document your observations in a Journal that is submitted to the TMCEC. Your Journal and completion of the observation exercise will be submitted to a group of three qualified reviewers to determine if you have met the journal requirements.

The court observation requirement must include at least:

· four hours of observation in a low volume court,

· four hours in a medium sized court, and

· four hours in one of the twelve largest courts in the state. 

The remaining 28 hours may be spent in any municipal court of any size.

According to the FY 09 Annual Report of the Texas Judicial Council, sixteen courts serve populations of over 150,000. These are considered large courts for the purpose of this program. These courts are Houston, San Antonio, Dallas, Austin, El Paso, Fort Worth, Arlington, Corpus Christi, Plano, Laredo, Lubbock, Garland, Irving, Amarillo, Brownsville and Grand Prairie. The medium size courts are defined for this program as those with less than 150,000 population and more than 30,000. Population figures are based on the 2008 Census. The remainder of courts will be referred to as low volume courts for the purpose of this program. The telephone numbers and addresses of any court may be obtained from the Office of Court Administration by calling 512/463-1625, or online at http://www.courts.state.tx.us/pubs/AR2009/toc.htm or by calling information in any given city.

Additional suggestions

It is essential that you call the court in advance of your visit and secure permission to observe court operations and get the name of a contact person. It is highly recommended that you follow-up the telephone call with a written confirmation of the dates and times that you will be visiting. Remember to notify the court if your plans change and you must reschedule.

Prior to your court visits, it may be helpful to develop a list of questions and/or a focus for your journal (a sample list follows). When you call the court to schedule your observation, be sure to identify the forms, job positions, and/or area of the court you would like to visit. 
A Word of Caution

Whenever a knowledgeable person visits another court, one observes alternative practices in place. The observer should discuss the reason for the implementation of such practices with the court contact person. If you notice a violation of a law, a generally accepted rule or procedure, or a canon of judicial ethics, it is appropriate to courteously and quietly bring this practice to the attention of the court manager. Remember that there are often proper alternatives and varying interpretations of how the law should be applied. Choose your words carefully and avoid making the person feel defensive. 

Sample Questions to Ask or Procedures to Look for when Observing

1.
Organization and staff of the court

· Size and makeup of the court staff

· Organizational relationship between the judge and the court support staff

· Role of the prosecutor

· Division of duties within the court

2.
Docket management

· What is the court’s average case disposition time?

· Does the court have a separate docket for juveniles?  Ordinance cases?

· What case management software is the court using?

3.
Issues involving sentencing and fine collection

· How are they handling juveniles and community service?

· Does the court use warrant officers and/or a private collection officer?

· What information is collected from indigents who cannot pay?  What does this documentation look like?

· When does the clerk collect the $25 time payment fee?

4.
Problems facing the court

· Do they regularly have access to a prosecutor?

· How do they avoid ex parte communications with the public?

· Is there evidence of a customer service orientation by court employees?  Give examples.

5.
Technology the court is utilizing

· What software are they using?

· Are they using handheld ticket writers?

· What are their technological goals?

journal

The following information was developed to provide guidelines for writing your journal. You are required to submit your journal in the format designated in this information. These guidelines outline standards for the minimum amount of documentation that you must do to complete this requirement. You are encouraged to do more by considering it a starting point and collecting more information than is required. When your work is complete, submit three copies of the Journal and its attachments along with the original to TMCEC (1609 Shoal Creek Blvd., Suite 302, Austin, Texas 78701). Keep a copy for your records.

Journal and Court Observation Evaluation Criteria

Three qualified reviewers will evaluate the Journal on the following categories:

I. Presentation: neatness and professionalism;

2. Proper use of standard rules of grammar, punctuation and capitalization; and

3.
Content

· Accuracy of application of the law and proper municipal court procedures.

· Recognition of organizational elements of court structures (for example, hierarchy of authority and relationships between judge, clerk and city government, as well as court divisions).

· Demonstration of ability to analyze use of proper court procedures and management issues.

· Ability to describe different ways to handle caseflow management issues such as dockets, application of trial court standards, and case disposition rates. 

· Documentation of alternate ways to handle fine collections and enforcement.

· Awareness of ethical issues that arise in everyday operations of the court.

· Identification of common problems that face municipal courts and practical solutions.

· Initiative taken to include sample forms, checklists, docket sheets, pamphlets, and policies from other courts. 

· Comments on effective practices that your court might consider adopting. 

· Degree to which Journal incorporates ideas from Level III reading list.

Minimum Standards for Submission

Journal must be:

1. Typed and double-spaced with one-inch margins. The font size should be at least 12 point. Illegible and disorganized Journals will be returned.

2. Page number the text pages of your Journal.

3. Proper capitalization, grammar and punctuation must be used and will be evaluated.

4. Four copies of the Journal must be submitted on letter size paper (8x11), in an 8 x 11-file folder, and each copy must be stapled in the upper left-hand corner. If the Journal is too large to be stapled, use a large binder clip. Do not bind the material in any manner. Do not put it in a notebook or binder of any kind. Keep a copy for your records.

5. The cover sheet should be titled "Level III Journal of Court Observations" with your name, address and telephone number in the upper right-hand corner. (This is the only place where your name should appear. Do not put your name on the pages of text in your Journal.)

6. The original Court Observation Verification Form (Attachment B) must be attached to the original copy of your journal. It should be placed in the front of the Journal, just behind the cover page. Do not attach a copy of the form to the other required copies submitted.

7. Biographical information, formal citations and footnotes are not required.

8. Make sure that you carefully proofread your Journal before submitting it for review. It is not improper to ask a colleague or family member to review it for typos although it must be your work that is submitted.

9. Make a copy of the Journal to keep for your records in case the mail or delivery service loses the copies that you send the Center.

              10.   Protect your sources! While the Journals will not be used to police the courts, please do not convey any confidential information in it. The purpose of this Journal is for educational purposes only.

A sample Journal entry is shown as part of Attachment A. 

Process for Reviewing Journals

The process for determining whether your Journal and observations meet the requirements is outlined below.

1. The Center will select three qualified reviewers to read your work and make comments on your observations or questions.

2. Each reviewer will receive one copy of your Journal and make notations on your work. Each will assess a pass or fail grade based on criteria established by the TCCA Education Committee. The cover sheet of your Journal will be removed so that the reviewer does not know the name of the person who submitted it. Your Journal will be assigned a number. Thus, please do not disclose your name within the Journal. 

3. If the average rating of the three reviewers does not meet a 70, you will be asked to redo portions of your work. To ensure fairness, you have a right to appeal a decision first to the Executive Director of TMCEC and then to the TCCA Education Committee. A request for an appeal must be made in writing to the Executive Director and then the Committee.

4. The Center will return the original Journal to you within 45 days of receipt by the Center. Do not call the Center to find out the status of your Journal. TMCEC will send you a letter stating whether or not you have passed by the end of that 45-day period. 

Attachment A

A Sample Journal Entry*
May 7, 2001

Today I visited the Boomtown Municipal Court. It is a low volume court located in Petro County. The Court disposes of approximately 2000 cases a year. The Court consists of one part-time judge and one clerk. When needed, the police dispatcher assists with clerical duties. The prosecutor works on retainer and comes to the court on a weekly basis to meet with defendants who want to negotiate a plea-bargain. 

The Court is in the process of becoming automated. Presently all cases are processed manually using the traditional docket books, which are large bound volumes. The average length of time for case disposition is 120 days. To help the court be more efficient, the court maintains court documents on each case in a separate case jacket. The jacket is pre-printed with certain information that allows the clerk to place check marks and dates by certain actions that occur during processing. The pre-printed information helps the clerk to more rapidly and accurately note needed processing data on the jacket. It also helps the court to quickly determine where the case is in the system and what further action, if any, is still required to complete the case. The jacket contains the following information and places to make notations:


Type of trial: (bench) (jury)

Date of Trial:______


Bond posted 
(yes) (no)
Amount of bond:____


Bond forfeited 
Date forfeited:________ 


DSC: Date granted_______; Date completed: _____


Deferred Disposition granted: Date granted _____ Due date ___


Warrant of Arrest: issued___ served ___ recalled ___


Capias Pro Fine: Issued ___ served ___ recalled ___


Fine amount: ____ Dated paid:  _____


Court Costs: _____


Notice of Final Conviction to DPS: Date reported: ____


Appeal: Amount of bond_______
Date bond posted:____


Transcribed to county-date: ___________

Like many courts in Texas, this Court is struggling with effective fine collection practices. The clerk reported that the Court is frequently holding indigent hearings. If a payment plan is adopted, the defendant is given 30 days to pay in full before the plan goes into effect and the $25 time payment fee is assessed. However, I noticed that the clerk does not have a system for periodically checking cases that are out-of-time on their time payment. She just reviews these cases when she has time. On the other hand, a further review of financial management procedures, showed that the clerk has established work procedures that help her to process mail and make daily deposits. A copy of those procedures are attached to this Journal. I believe some type of tickler filing system for the time payments will help to make fine collection practices more effective for this court. 

Because this is a small town in an area of Texas that is not very populated, the court has difficulty finding alcohol and tobacco awareness courses or community service opportunities for juveniles. Nonetheless, the Court works with the local school system to set up highway clean-up programs and is requiring juveniles to write a report on the dangers of smoking and alcohol abuse, which they present in class. I have not talked with my school district about cooperating on these types of projects but will call the district and pursue this. I obtained a copy of a city resolution that provides for a spirit of cooperation between the city and the school district. A copy of the resolution along with a copy of the letter/handout that the court gives to juveniles and their parents is attached to this Journal. 

The clerk expressed a concern about court security since there has been an increase in crime in the city in the last few months and the court does not have a security plan. I shared my court's plan and the security devices the city had purchased with the building security fund. 

Although the clerk is struggling with a manual system, she has convinced the city of the need for a computer and is in the process of purchasing hardware and a case management software. 

Effective practices that I can take back to my court:

· The one clerk appeared to be more organized than our court. Because she must perform all the administrative functions, generally, she has devised means to accomplish most tasks. She does keep a daily log of tasks and notes when a task is not completed. This is something that my court could implement to assist us to better organize problem areas to make sure those issues are properly handled and in a timely manner.

· This court subscribes to Court Manager, a magazine of the National Center of State Courts. It is a membership benefit of becoming a member of the NCSC. The membership fee is only $75. The clerk said that they offer excellent materials and annual conferences.

· After the judge and clerk come back from TMCEC training sessions, they have a regular conference to identify what changes need to be made to court procedures.

· The judge in this court frequently grants deferred disposition to defendants charged with failure to maintain financial responsibility and requires the defendant to present a receipt for insurance for six months or to bring in the effective policy every month for six months. This has been found effective in keeping defendants from canceling insurance as soon as the court disposes of their cases.

· The court is very pleased with the service they get from their collection agency, Happy Fines, Inc. While this company takes 35 percent of the revenue, it has helped the court to clear delinquent fines.

When I return to my court, I need to check on the following issues: 

· How much are we charging for court costs no-insurance cases?

· Ask the judge if she would be willing to meet after every TMCEC seminar to discuss possible changes.

· Remember to post the sign about penalties for filing fraudulent documents that is required by law.

· Call the Center and ask if it is proper for the clerks to prepare the complaint for the prosecutor and sign the affidavit herself?

· Check on the case disposition records of our court. 
May 15, 2001

On May 15th, I visited my second court. It is a medium size court employing 15 deputy clerks and one court clerk designated as the court administrator. Before visiting this court, I had spoken with the court administrator and had learned that she believed in the team concept for developing and managing special projects, handling procedural changes and problems, and for the decision making process. Since I am from a smaller court, I was interested in how this actually worked. When I arrived, I was met by the court administrator, who provided me with sample charts that she used to develop the team method of developing processes and lists of problem solving steps for teams. (The charts are included at the back of the journal.) That day she had a team meeting scheduled that was working on how to make the legislative changes. I liked this idea since it took the burden off the court administrator to make decisions that might appear to just be arbitrary. It also allowed the deputy clerks to be involved in how to best solve the issues of new legislative procedures that they would be carrying out. I noticed that the team used a six-step problem-solving process that was in one of the books that is required reading for Level III.

After the team meeting, a deputy clerk took me to a work area that she called the “pit.” This is where the data entry clerks handle the incoming citations that are filed with the court. I saw a supervisor moving around the area and talking with the clerks. I heard the clerks talking about some computer problems and saw that the supervisor was making notes and reassuring the data-entry clerks that she would get with their programmers to solve the problem. Even though computer problems are frustrating, I noticed that the supervisor’s presence and her attentiveness seemed to alleviate some of the stress. 

Next, the deputy clerk took me to the window area where clerks were waiting on customers. I noticed that there was a sign in this area that had an ethical concept from the Code of Judicial Conduct. It said, “Court clerks must be patient, dignified and courteous to all court participants.” The deputy clerk told me that even when a defendant is belligerent and a supervisor has to be called, that the supervisor tries to exhibit that same type of behavior. The deputy clerk said that she has discovered that it helps in calming upset defendants and that the clerks like to see the supervisor modeling the same behavior that is required of them.

Also, this court had created an area in their lobby for children to watch videos while their parents waited in line. This appeared to alleviate some of the defendant’s stress. I was also surprised to see that there were chairs at each of the customer windows. I observed the defendants for awhile and noticed that being able to sit and talk with the clerks seemed to help the defendants’ attitude.

By this time it was lunch. I decided to eat with the deputy clerks in their break room. When I entered, I immediately saw a big bulletin board with all kinds of pictures. The deputy clerk explained that the teams each have a fun project to help foster cooperativeness and self-confidence in their work. The pictures documented the projects. I was impressed. I felt that there was an atmosphere of trust and cooperation among the clerks. I am sure that this helped lessen some of their stress.

When I left the court, I had the feeling that the court administrator and the supervisors were leaders and facilitators and not dictators to their employees. Although I do not supervise anyone, I believe that if I can form a team with other city employees to work on some problem areas, such as officers not turning in citations timely and code enforcement officers not preparing the proper paperwork for the court, that I can better communicate the needs of the court and work cooperatively with the other city employees to solve my issues.

attachment b

COURT OBSERVATION VERIFICATION FORM

	NAME:








COURT ADDRESS:







COURT TELEPHONE NUMBER:




	For TMCEC Use Only:

Journal Number:



Date Received:





Guidelines:

1. To participate in Level III, a clerk must be certified at Levels I and II. Proof must have been submitted with request for this form.

2. List time spent observing in each court. Time must add up to at least 40 hours.

3. Note time spent in quarter of an hour—no smaller unit.

4. You must contact each court yourself to schedule observation. Get a court employee’s signature from each court to verify observation time. Observation must include low volume, medium volume, and large volume courts. Cities with a population of over 150,000 are considered large courts. Medium courts are defined as those with less than 150,000 in population and more than 30,000. Any city with a population of less than 30,000 is defined as low volume for the purpose of Level III. Check the annual report from the Office of Court Administration for a listing of municipal courts. Your observation time will be checked for amount of time observed, for observation spent in all three levels of courts, and for verification signatures. Failure to comply with all the requirements will result in your journal not being accepted.

5. Submit original of this form with your copies of the journal. Keep a copy for your records.

6. Observation and journal must be completed within two years of request of observation verification sheet. 

7. Prepare and write your journal from your observation.
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	Category
	Title
	Author
	Publisher
	Year
	ISBN
	Purchasing Information Est. Price

	Caseflow Mgmt
	Records Management: A Practical Guide for Cities and Counties
	Julian L. Mims III 
	ICMA (Intl City/County Mgmt Assn)
	1996
	Item # 42087
	www.icma.org

$51.00

	
	Caseflow Management: The Heart of Court Management in the New Millennium
	David Steelman, John Goerdt, and James McMillan
	National Center for State Courts
	2004
	0-89656-235-2
	www.ncsconline.org

$27.00

	Diversity
	Dynamics of Diversity: Strategic Programs for Your Organization
	Odette Pollar and Rafael González
	Crisp Publications, Inc.
	1994
	1-56052-247-X
	www.bn.com, www.amazon.com or www.half.com

$13.95

	Financial Mgmt
	Court Management Library Series: Trial Court Budgeting
	Robert W. Tobin
	National Center for State Courts
	1996
	0-89656-164-X
	www.ncsconline.org$10.00

	
	Texas Municipal Courts Financial Management Handbook


	Rene Henry
	Texas Court Clerks Association
	2007
	None
	www.texascourtclerks.org

$35.00

	Managing Change
	Managing Transitions: Making the Most of Change (2nd Edition)
	William Bridges
	Da Copa Press
	2003
	0-7382-0824-8
	www.bn.com, www.amazon.com or www.half.com

$16.95

	Human Resources
	Hiring and Firing: What Every Manager Needs to Know (Revised Edition)
	Marlene Carolselli, Ed.D.
	Skillpath Publications
	1993
	1-878542-35-4
	www.skillpath.com or www.half.com

$14.95

	
	The Complete Guide to Performance Appraisal
	Dick Grote
	American Management Association
	1996
	0-8144-0313-1
	www.bn.com, www.amanet.org or www.half.com

$59.95

	Leadership 
	Leadership When The Heat is On (Revised Edition)
	Danny Cox with John Hoover
	McGraw-Hill, Inc.
	2002
	0-07-140083-4
	www.bn.com, www.amazon.com or www.half.com

$16.95

	Mgmt
	Management of Organizational Behavior: Leading Human Resources (8th Edition) 
	Hersey, Blanchard, and Johnson
	Prentice Hall
	2007
	0-13-017598-6
	www.prenhall.com,

www.bn.com

$146.67

	Teamwork

and
Motivation
	Team Players and Teamwork
	Glenn M. Parker
	Jossey Bass
	1996
	0-7879-0185-7
	www.bn.com, www.amazon.com or www.half.com

$24.95

	Planning
	Applied Strategic Planning: How to Develop a Plan that Really Works
	Leonard Goodstein,  Timothy Nolan, and J. William Pfeiffer
	McGraw-Hill, Inc.
	1993
	0-07-024020-5
	www.bn.com, www.amazon.com or www.half.com

$24.95

	Profess.

Develop.
	Organizing Your Workspace: A Guide to Personal Productivity (Revised Edition)
	Odette Pollar
	Crisp Publications, Inc.
	1999
	1-56052-522-3
	www.bn.com, www.amazon.com or www.half.com

$13.95

	
	How Full is Your Bucket?
	Tom Rath and Donald Clifton
	Gallup Press
	2004
	1-59562-003-6
	www.bn.com, www.amazon.com or www.half.com

$19.95

	Court Security
	Protecting Court: A Practitioner’s Guide to Court Security
	Jimmie H.  Barrett
	Mill City Press
	2003
	1-934937-87-8
	www.amazon.com
$38.29


Attachment C

TMCEC Reference Books & Resources

attachment D

TMCEC’s  Policy for Loaning out Sets of Level III Clerks Certification Books

1) A $100 deposit is required of all persons requesting to check out a set of books used to prepare for the Level III Clerks Certification Test. The deposit must be made by check. Cash is not accepted. The books are divided into two sets. Books can only be checked out in sets. Please check the set(s) being requested.

Set one: Management and Personal Development

· Organizing Your Workspace: A Guide to Personal Productivity (Revised Edition)
· Leadership When the Heat is On (Revised Edition)
· Applied Strategic Management: How to Develop a Plan that Really Works
· Managing Transitions: Making the Most of Change (2n
· Team Players and Team Work
· Dynamics of Diversity: Strategic Programs for you Organization
· The Complete Guide to Performance Appraisal
Set Two: Court Management

· Record Management: A Practical Guide for Cities and Counties
· Court Management Library Series: Trial Court Handbook
· Texas Municipal Courts Financial Management Handbook
· Protecting Court: A Practitioner’s Guide to Court Security
· How Full is Your Bucket?
· Caseflow Management: The Heart of Court Management in the New Millennium
Set Three: Organization

· Management of Organization Behavior: Leading Human Resources (8th Edition)
2) Books must be returned at the end of four months from the date of checkout. Failure to return the books in the required time may result in the clerk or city being billed for the entire cost of the set(s) of books, loss of the deposit, and the clerk being barred from attending TMCEC programs until the account has been cleared.

Your signature below indicates that you understand TMCEC’s loan policy on Level III Certification books and that you agree to abide by the policy. 

I, the undersigned, do understand TMCEC’s loan policy and do hereby agree to abide by the policy. I understand that if I default in returning the books as agreed to by my signature that I will be responsible for the total cost of the books, that I will lose my deposit, and that I will be barred from attending a TMCEC Court Support Personnel Program.

Signature 









Date

Court Address

Court Telephone Number (include extension, if any)

	For TMCEC use only.

( Set One Requested

( Set Two Requested

( Both Sets Requested

Date books checked out: ____________________________________________

Date books returned: _______________________________________________

Other action required:




attachment e

APPLICATION FOR CERTIFICATION TEST
The Texas Municipal Courts Education Center, in cooperation with the Texas Court Clerks Association is sponsoring the Municipal Court Clerks Certification Program. This optional program is designed with three levels of certification. In order to advance through the different levels, clerks must pass a standardized written exam and satisfy certain other conditions. 
To register to take a certification test, follow the steps outlined below:

To Register: 
Mail or fax the application for testing to TMCEC, 1609 Shoal Creek Blvd., Suite 302, Austin, TX 78701. If applying for Level II, include a copy of Level I Certification certificate. If applying for Level III, include a copy of Level II Certification certificate.

Costs: 
A non-refundable fee of $50 for TCCA members and $90 for non-TCCA members for Level I Level I, and Level IIII exam is required. The Level II and III exam can be retaken in parts. The cost $25 per part. Make check payable to TMCEC. 
Deadline:
The application and fee must be postmarked no later than ten (10) days prior to the date the test is scheduled to be given. If registering by fax, remember to mail check by the deadline. Payment is required for admission to the test.

[image: image2.png]



TEST REGISTRATION FORM

Site:







Date of Test:







Level of Test Applied for:  
(Level I 
 (Level II
  

(Level III (All 3 Parts)  ( Level III  Part 1 (only)  ( Level III  Part 2 (only)  ( Level III  Part 3 (only)

Name:






Email







City Served:





 Date Hired:






Status:

(Full Time


(Part Time

(Court Administrator    (Court Clerk    (Deputy Court Clerk    (Other (specify) 




Court Mailing Address:











City:







 ZIP: 






Court Telephone No:
_________________________Court Fax No: 




I certify that I have read the eligibility requirements to participate in the Municipal Court Clerks Certification Program. I further understand that if for any reason I am unable to take the test as scheduled, the fee will not be refunded to me nor will I be allowed to credit this payment to take the test at another date and time.

Applicant’s Signature








Date

attachment f

REGISTRATION FOR ASSESSMENT CLINIC

The Texas Municipal Courts Education Center, in cooperation with the Texas Court Clerks Association is sponsoring the Municipal Court Clerks Certification Program. This optional program is designed with three levels of certification. In order to advance through the different levels, clerks must pass a standardized written exam and satisfy certain other conditions. To participate in the assessment clinic, a clerk must be certified at Levels I and II of the Municipal Court Clerks Certification Program.

To register for the assessment clinic, follow the steps outlined below:

To Register: 
Mail or fax the registration form and a copy of your Level II certificate to TMCEC at 1609 Shoal Creek Blvd., Suite 302, Austin, TX 78701 or send by fax 512/435-6118.

Costs:
A non-refundable fee of $100 is required. Make check payable to TMCEC. 

Deadline:
See TMCEC Academic Schedule or call TMCEC at 800/252-3718 for information on dates, sites and hotel information.

Hotel:
TMCEC will make hotel reservations from the information you provide on this form. TMCEC will pay for a single occupancy room.

[image: image3.wmf]ASSESSMENT CLINIC REGISTRATION FORM

Site: 







Date of Clinic: 





Name: _____________________________________


Date Hired/Appointed:______________




Status:

(Full Time


(Part Time

(Court Administrator      (Court Clerk       (Deputy Court Clerk    

(Other (specify)________________________________________

Court Represented:











Court Mailing Address:___________________________________________________________




       Street or P.O. Box


City
     
 Zip

Court Telephone No:
_________________________Court Fax No:______________________

E-mail address:












I certify that I have read the eligibility requirements to participate in the Municipal Court Clerks Certification Program Level III Assessment Clinic. I further understand that if for any reason I am unable to attend as scheduled, the $100 fee will not be refunded to me nor will I be allowed to credit this payment to participate in a clinic at another date and time.

Participant’s  Signature








Date

TMCEC, 1609 Shoal Creek Blvd., Suite 302, Austin, TX 78701

512/435-6118(f)

800/252-3718(o)












   




















To apply for certification, you must have completed all of the following eligibility requirements:

1.
Must have passed Level III test.

2.
Must provide proof that three years preceding the application for certification, the applicant has successfully completed 28 hours of training as sponsored by the TCCA (state or local chapter), TMCA, TMCEC, or a combination thereof.

3.
12- hour court administrator program.
4.
Must provide a copy of Level I and Level II Certificates.

5.
Must provide proof of 24 hour Assessment Clinic.

6.
Letter of Completion of Journal.

Participants will receive a Certificate of completion upon attainment of each of the three levels.  When the entire three-level professional program has been completed, the participant will have earned the title of Certified Municipal Court Clerk and will be authorized to place the designation of CMCC following his/her name.

Name: ______________________________________________________ Application Date: __________________

City Served: ______________________________________  Date Hired: __________________________________

Court Mailing Address: __________________________________________________________________________

Court Telephone Number: (    ) _____________________________Fax Number: (    ) ________________________

Status:  Full Time ______  Part-Time ______     E-mail:__________________________________

Position:  Court Administrator ____ Court Clerk ____ Deputy Court Clerk ___Other (Specify): __________________

I hereby swear or affirm that I have completed the certification requirements for Level III as indicated by the filing of this application.

Applicant's Signature ________________________________________ Date_____________________

Sworn and subscribed before me this _______ day of ___________________________, 20_____.







____________________________________________________Notary Public

SEAL









 Please check one of the following:   ___ Yes, I would like my certificate mounted      ___ No, please do not mount my certificate 
Mail to:  Texas Municipal Court Education Center, 1609 Shoal Creek Blvd., Suite 302, Austin, Texas 78701

This is a cooperative project of Texas Court Clerks Association, Texas Municipal Courts Education Center,

Texas Municipal Courts Association, and Texas State University-San Marcos.

Mail to:  Texas Municipal Courts Education Center, 1609 Shoal Creek Blvd., Suite 302, Austin, Texas 78701

This is a cooperative project of Texas Court Clerks Association, Texas Municipal Courts Education Center,

Texas Municipal Courts Association, and Southwest Texas State University.

TMCEC USE ONLY
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Payment # 			
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Texas Court Clerks Association





APPLICATION FOR MUNICIPAL COURT CLERKS


CERTIFICATION


LEVEL III








* your journal will be double spaced
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