m:he Administrative Office of Pennsylvania Courts, also called the
Administrative Office and the AOPC, is the administrative arm of the
Pennsylvania Supreme Court. It was established in January 1969
following the Constitutional Convention of 1967-68, which defined the
Supreme Court’s authority for supervision and administration of all state
courts.

The Court Administrator of Pennsylvania has been empowered
to carry out the Supreme Court’s administrative duties and is
responsible for assuring that the business of the courts is promptly and
properly disposed.

The Administrative Office conducts business from offices in
Philadelphia and the Harrisburg area. In addition to the court admin-
istrator’s office, the departments in Philadelphia include Policy and
Research, Legal, and Judicial Services and Court-Related Education.
The deputy court administrator’s office is located in Mechanicsburg, just
south of Harrisburg, and includes Communications/Legislative Affairs,
Administrative Services, Payroll and Judicial Security. Also found in
Mechanicsburg are the Finance, Human Resources, Judicial Automation
and Judicial Education Departments. The Judicial Programs Department
(formerly Court Management) has offices at both locations.

The Administrative Office’s supervisory, administrative and
long-range planning duties include:

- reviewing practices, procedures and efficiency at all levels of the
court system and in all related offices

- developing recommendations to the Supreme Court regarding
improvement of the system and related offices

- representing the judicial system before legislative bodies

- examining administrative and business methods used by offices in
or related to the court system

- collecting statistical data
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- examining the state of the dockets and mak-
ing recommendations for expediting litigation

- managing fiscal affairs, including budget
preparation, disbursements approval and
goods and services procurement

- overseeing the security of court facilities

- supervising all administrative matters relating
to offices engaged in clerical functions

- maintaining personnel records

- conducting education programs for system
personnel

- receiving and responding to comments from
the public

- publishing an annual report

- providing legal services to system personnel.

A brief description of each unit of the
AOPC and its functions follows.

Policy and Research Department

The Administrative Office’s Policy and
Research Department analyzes and evaluates
the operations of the Unified Judicial System’s
(UJS) various components. During any given
year, the department conducts a variety of
studies, ranging from caseflow management
reviews of individual trial courts to statewide
evaluations of the safety and security of court
facilities.

A core function of the department is to
systematically assemble data on the caseloads
of county and local courts, including the num-
bers and types of new, disposed and pending
cases, and, for certain case types, the ages of
the cases awaiting adjudication. The statistical
information is reviewed and periodically verified
through audits of county dockets. The Adminis-
trative Office annually publishes the data in the
Caseload Statistics of the Unified Judicial System
of Pennsylvania. This report is available from
the AOPC page on the UJS Web site at www.
courts.state.pa.us.

The Administrative Office uses the statis-

tical information gathered for many purposes,
including the monitoring of county court system
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operations and development of policy initiatives
consistent with its mandate under the Rules of
Judicial Administration.

Among the departmental projects re-
cently completed or now in progress are:

- technical enhancements of the statewide
system of data collection and reporting

- drafting of new Rule of Judicial Adminis-
tration 1904, which provides for the uniform
recording of medical malpractice information
on the civil dockets to facilitate statistical
data collection

- design of a medical malpractice Web page for
the Unified Judicial System in conjunction
with the AOPC Judicial Automation Depart-
ment. Included on this page are "med mal”
statistics, recent changes in the statewide
Rules of Civil Procedure governing profes-
sional liability actions and a variety of other
reference materials and links.

- coordination of a county-by-county data
collection of all medical malpractice filings
and jury verdicts from 2000 through 2004.
The aim is to meet the growing need for
empirical information to evaluate rapid
statutory and procedural rule changes. The
statewide data are posted on the UJS Medical
Malpractice Web page. The next data collec-
tion will update the numbers through 2005.

- technical support to a panel of Philadelphia
civil trial judges in development of a case
management educational program for state
trial judges. A panel presentation was given
in three regional medical malpractice seminars.

- design of interactive caseload statistical
reporting on the UJS Web site. Customized
Protection from Abuse and criminal statistical
reports are now available on-line. Develop-
ment of additional case type reports is
ongoing. The AOPC’s Judicial Automation
Department developed the software.
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- continued support of the Judicial Council's
District Justice Security Subcommittee, in-
cluding development of an incident reporting
system and cost/risk reduction studies for
security improvements

- development of a Request for Proposal for
security training of district justice staff

- analysis of trial court decisional delay based
on Rule of Judicial Administration 703, spe-
cifically examining cases awaiting decisions
for more than twelve months.

- expansion of caseload statistical reporting to
include more case types and procedures,
such as summary civil jury trials and uniform
jury reporting criteria.

- support services to various committees and
associations such as the Pennsylvania Asso-
ciation of Court Management and the Mid-
Atlantic Association of Court Management

- on-site support for local courts in compiling
and analyzing caseload statistics. The
department also provides group training to
participants in the annual new court
administrator’s school.

Another responsibility of the department
lies in the design of the many forms used in the
state court system. The development of new
forms and the modification of existing forms
require extensive consultation with system
personnel, especially those using the forms on a
daily basis.

Legal Department

The Legal Department provides advice
and counsel to the court administrator of Penn-
sylvania and to the other units of the Unified
Judicial System (UJS) while also assisting in
various administrative areas.

Specifically, the chief counsel’s staff
represent UJS personnel in state and federal

litigation. Representation is not provided in
criminal or disciplinary actions. Actions involv-
ing UJS personnel often include suits filed in the
federal district courts that raise various civil
rights and constitutional issues. Typical state
court proceedings involving court personnel
pertain to petitions for review of governmental
actions, petitions to determine the rights and
duties of public officials, and appeals.

Other significant activities include:

- active participation in planning and imple-
menting the Judicial Computer System and
related statewide court automation programs

- reviewing or negotiating leases and con-
tracts for most of the state court system

- providing legal and administrative assistance
and advice to the court administrator of
Pennsylvania

- assisting in procurement matters

- reviewing legislation affecting the judiciary.

Judicial Services Department

The Judicial Services Department pro-
vides logistical planning, coordination, adminis-
tration and staffing for an extensive schedule of
educational conferences, seminars and meetings
for the Supreme Court, the Administrative Office
and affiliated groups.

In 2004 the department coordinated
seven conferences:

- Pennsylvania Conference of State Trial
Judges Mid-Annual Conference
February 19-22, 2004

- Satellite Program: Evidence
April 20, 21, 27, 28, 2004

- President Judges/Pennsylvania Association
of Court Management Annual Conference
May 23-26, 2004
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- Satellite Program: Medical Malpractice
June 9, 10, 2004

- Pennsylvania Conference of State Trial
Judges Annual Conference
July 22-25, 2004

- Pennsylvania Association of Court
Management Mid-Annual Conference
November 7-9, 2004

- Joint Family Law Conference
November 28-December 1, 2004

Through aggressive negotiation and de-
tailed knowledge of Pennsylvania’s hospitality
industry, the Judicial Services Department is
able to ensure that multi-day conferences
proceed effectively under terms which are
favorable to the Commonwealth.

Judicial Services also negotiates office
space for judicial offices across the Common-
wealth, subject to final legal review by the chief
counsel’s legal staff; maintains and updates all
Pennsylvania state department lists; and han-
dles the filing of financial disclosure statements.

Judicial Programs

The Judicial Programs Department
mission is to assist court administrators, judges
and staff throughout Pennsylvania’s 60 judicial
districts in ensuring the efficient operation of
Pennsylvania’s minor and trial courts and to
promote the equitable administration of justice
throughout the Commonwealth. Judicial Pro-
grams provides assistance to the local courts on
diverse issues such as financial management,
caseflow management, personnel, technology
and other aspects of managing a complex
judicial system. The department will also work
closely with the Supreme Court, the Court’s rules
committees and other departments within the
AOPC to assist with implementation of policies,
procedures, rule changes and reporting stan-
dards. This assistance includes:
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- providing information about judicial program
development and trends within Pennsylvania
and nationally

- reviewing and assessing local court requests
for complement level and/or organizational
structure changes and other related human
resources needs

- collecting, analyzing and disseminating data
and information regarding court operations

- establishing standards and procedures for
program performance, audits and evaluation

- devising, developing and conducting training
and continuing education programs for local
court staff

- analyzing the impact of legislation related to
judicial operations and devising solutions for
implementation of new statutes and statutory
changes

- overseeing senior judicial assignments,
requests for changes of venue/venire and
AOPC communication with judicial districts
concerning president judge elections

- developing training, testing and certification
of court interpreters

- assisting judicial districts in planning,
implementing and maintaining problem-
solving courts.

Judicial Automation

The AOPC’s Judicial Automation Depart-
ment is responsible for developing and main-
taining case management and other software
applications for courts and administrative staff
in the Unified Judicial System. This department
also provides general technology support to the
Supreme Court justices, their staffs and the
administrative court staff in Pennsylvania.
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The highlights of several important
projects undertaken by this department are
described below.

Common Pleas Case Management System
(CPCMS)

CPCMS is a statewide case management
system for Pennsylvania’s trial courts that in-
cludes docketing, accounting and other important
case management functions. The first phase of
development covers criminal courts, and it will be
used primarily by clerks of courts, court
administration and judges and their staffs.

The system produces more than 400
forms and reports, including master account
reports. It provides a facility to export report data
from the system to other applications such as
Excel and Access so that counties can customize
the presentation of information, if desired.

During 2004, following the installation
of CPCMS in two pilot counties, rollout of the
Common Pleas System in an additional 18
counties was completed. In March of 2004, the
rollout was temporarily halted to resolve issues
that had plagued the system. By November of
2004, the AOPC had completed several
significant enhancements to the system and had
acquired new, more robust hardware to resolve
system performance issues and had undertaken
pilot installations of the system in Adams and
York counties. The rollout is targeted to begin
again in January of 2005.

The system facilitates sharing of important
criminal case information such as bail and warrant
information statewide. It also uses a data hub to
transmit information to and from other state
agencies and uses the Pennsylvania Justice Net-
work (JNET) as a data transportation mechanism
as well as to present information to other criminal
justice agencies.

As a complement to CPCMS, the AOPC
developed a Web site to provide both public and
secure Web docket sheets. The response to the

electronic availability of these documents has
been overwhelmingly positive with 350,000
hits registered in 2004. The secure docket
sheets are made available to county court and
related criminal justice personnel through use of
a secure log-in, personal identification number
(PIN) and password. They are also available to
law enforcement through JNET.

Pennsylvania Appellate Court Case
Management System (PACMS)

The Pennsylvania Appellate Court Case
Management System (PACMS) is an integrated
case management system designed for Pennsyl-
vania's appellate courts -- Supreme, Superior
and Commonwealth.

Over the past year, an interface was
added to PACMS that allows the filing offices to
create new cases using data from Common
Pleas criminal cases (in counties using CPCMS),
eliminating the need for redundant data entry.
In addition, PACMS information can be elec-
tronically transmitted to CPCMS.

Enhancements to PACMS continued,
mainly in the form of new and modified system
reports.

PACMS staff also developed and con-
tinued to maintain the Pennsylvania Board of
Law Examiner's Bar Exam Applicant Registry
(BEAR) system. This year, data from the system
can be transferred into PACMS, eliminating the
need for Supreme Court filing office staff to
reenter data for bar applicants. At the same
time, AOPC staff, working closely with board
staff, deployed a Web-based bar applicant
system that allows bar applicants to complete
applications and submit them electronically to
the board. In 2004 approximately 1195 appli-
cations were being processed or were approved
on-line.

PACMS staff also were tasked with devel-
oping an enhanced local rules Web site that will
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provide expanded search capability. This site
was released in July 2004, using the newly
required civil motions practice local rules to
populate the system. Most counties have posted
their locals rules on the site, and plans are
being discussed to expand use of the site into
other areas.

Administrative Support Application Project
(ASAP)

ASAP is a software application that was
developed in-house at the AOPC to support the
administrative functions of the appellate courts,
AOPC and First Judicial District. The system
includes payroll, human resources and finance
modules.

In 2004 ASAP staff continued to maintain
and enhance the system. The AOPC Connected
Web site was expanded to include an on-line
emergency contact information form. In addition,
several payroll forms were added to the site.

District Justice System (DJS)

The District Justice System provides case
management and accounting functions to all
district justices and their staffs statewide,
approximately 3,500 users. The system has
been in place since 1992 and generates all
forms needed for civil, criminal and traffic case
processing.

In 2004 DIJS trainers conducted regional
training workshops at 44 locations throughout
the state. The trainers also released a Web-
based District Justice Office Clerical Procedures
Manual, which eliminates the need to produce
expensive printed manuals that must be
frequently updated.

The consolidation of 31 regional AS/400
servers was completed this year, and the AOPC
contracted to replace all printers in the district
courts in the first half of 2005.
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The DJS staff completed a major project,
centralizing the maintenance of all case parti-
cipant information in the DIJS, specifically
arresting agencies, counties and municipalities.
This project eliminated many instances of
duplicate and incorrect data in the DJS and will
result in more efficient case processing.

Web Development

Over the past year, the Web Devel-
opment group at the AOPC completed several
new initiatives, including a medical malpractice
Web page, designed to provide “one-stop”
judicial medical malpractice information.

Also, a pilot security incident reporting
system for district justices was developed and
piloted in Allegheny, Montgomery, Blair and
Bucks counties. This system is scheduled to be
released to all district justice courts in 2005 and
is a result of the work being done by the
Pennsylvania Supreme Court’s Judicial Council
Subcommittee on Judicial Security.

Systems Support

AQOPC systems support staff continued to
support and maintain hardware and telecom-
munications systems required for various AOPC
case management systems and office automa-
tion functions.

Deputy Court Administrator’s Office

Communications/Legislative Affairs

In its role as both legislative and media
liaison, the Office of Communications and
Legislative Affairs represents the AOPC before
the state’s executive and legislative branches of
government as well as to the media. As media
liaison, staff field inquiries from reporters, draft
press releases, publish the AOPC annual report,
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develop other publications and set up press
conferences.

The office also monitors the progress of
legislation in the General Assembly; compiles and
publishes a legislative summary when the General
Assembly is in session; and, when appropriate,
comments on the effect legislation may have on
the fiscal and administrative operations of the
judicial system. With the computerization of
district justice offices, staff also monitor and report
on legislation that may necessitate changes to the
district justice software programs.

Judicial Security

The goal of Judicial Security is to make
every state court facility in Pennsylvania a safe
place for litigants and their families, jurors,
witnesses, victims of crime and the general public
to conduct their business.

The unit traces its origins to an in-house
study conducted in 1999 which broke new ground
in understanding the nature of threats to state
jurists. The results of the study, which were
eventually published in two national journals,
highlighted a strong need to address judicial
security.

The Committee on Judicial Safety and
Preparedness, established by the Judicial Council
following publication of the survey, carried out
further study and consulted with experts, including
the Secret Service; the Bureau of Alcohol, Tobacco
and Firearms; the Pennsylvania State Police;
sheriffs and private consultants. This led to the
formation of the Judicial Security unit in late 2002.

The initial efforts of Judicial Security have
been aimed at district courts. In fiscal year 2004~
05 the AOPC was granted appropriations to be
used for duress alarms, surveillance cameras,
shatterproof glass for transaction counters and
providing a means to secure in-custody
defendants. Funds were also used to train local
court staff in best practices in security, personal
safety and conflict resolution.

Other projects included

- development of a security manual of recom-
mended practices, procedures and guidelines
for use by local courts

- development of an incident reporting system to
better capture data on security incidents

- formation of local court security committees to
ensure sustained interest and support at the
local level.

Administrative Services

Administrative Services oversees a vari-
ety of administrative-related tasks, including
procurement for the Administrative Office and
for Philadelphia courts under the First Judicial
District/AOPC Procurement Unit. It handles all
issues relating to facility management, fixed
asset control, mail and messenger services and
vehicle management. It also provides support to
many UJS agencies in a variety of ways.

Payroll

The Payroll Unit administers the monthly,
biweekly and supplemental payrolls for more than
1,600 jurists and staff. Together with the Human
Resources Unit, it also orients and answers any
questions new employees may have as the
employees become members of the judiciary staff.

Judicial Education

The Judicial Education Department was
formed in early 2004 to meet the need of
providing continuing education to Pennsylvania’s
jurists. It's efforts in 2004 included:

- completing a preliminary needs assessment
for judicial education in Pennsylvania. Distance
learning and individualized education oppor-
tunities were identified as growth areas.
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- completing a preliminary needs assessment for
staff support

completing a proposal to create a curriculum
committee as a standing committee of the
Supreme Court. The purpose of the committee
would be to develop and articulate a formal
judicial education curriculum for state judges.

identifying and undertaking regional and
national networking and conferencing oppor-
tunities

developing and presenting to state trial judges
a seminar on medical malpractice adjudication

assisting the Education Committee of the
Pennsylvania Conference of State Trail Judges
(PCSTJ) in the development of the conference’s
mid-annual meeting

developing a judicial education Web portal
designed to consolidate and disseminate con-
tinuing judicial education resources for state
trial judges

creating a conference speakers’ information
booklet

developing a conference-planning protocol for
use with the PCSTJ's annual and mid-annual
conferences

creating a strategic plan for future develop-
ments in continuing judicial education

developing conference assessment strategies
and tools

instituting training for the Education Committee.

Human Resources

The Department of Human Resources

- monitors and ensures UJS compliance with

state and federal employment statutes
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- maintains all UJS fringe benefit programs and
counsels judiciary personnel regarding their
provisions and utilization

- administers the UJS employee leave account-
ing program and the UJS Unemployment
Compensation and Workers Compensation
programs

- formulates and administers the personnel
policies and procedures that govern the per-
sonnel operations of the UJS

- assists managers in the recruiting, inter-
viewing and hiring of new staff and develops
and administers AOPC hiring procedures

- administers uniform classification and pay
plans for the UJS

- develops training curriculum, policies and
procedures for judiciary personnel.

Finance

The Finance Department is responsible
for managing all budgets, accounting and the
accounting system for the Unified Judicial Sys-
tem. It serves as the primary resource to the
various components comprising the UJS regard-
ing financial matters. It fulfills its responsibility
through the following activities:

- developing necessary policies and proced-
ures on accounting and budget issues, and
training staff at all levels in their use

- monitoring and preparing the budget for
some 35 UJS line items in the Common-
wealth’s annual budget. These line-item
appropriations include not only the funding
for the Administrative Office, but for all of the
state-funded courts, most Supreme Court
advisory procedural rules committees, juror
cost reimbursements, and county court
reimbursements. Finance staff develop bud-
get materials for the justices and court
administrator of Pennsylvania, including
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briefing materials used for hearings before
the legislative appropriations committees.
Staff monitor budget trends, maintain
communications and regular reporting to the
various legislative and executive branch
agencies as required by law and tradition, and
participate in budget hearings as required.

managing $306.1 million in annual appropri-
ations, including $34.5 million in grants to
counties

participating in the annual financial audit of
the UJS

serving as the central clearinghouse for all
financial transactions impacting the judiciary

overseeing the finances of the First Judicial
District/AOPC Procurement Unit, including
recommending investment and banking
strategy. The procurement unit, created by

and operating under an agreement between
the Administrative Office and Philadelphia City
government, was established to improve the
procurement function in Philadelphia’s three
courts. Since the agreement was put into
effect, the First Judicial District has realized
significant savings through efficiencies in its
procurement function

- undertaking special projects, as requested

and upon its own initiative, to develop finan-
cial information regarding cost trends, com-
parative analyses and the like. Such infor-
mation includes analyses of legislation for
fiscal impact routinely requested by the both
the legislative and executive branches.

responding to questions and providing infor-
mation on the judiciary’s financial operations
as needed to the legislature, the executive
branch, other judiciary employees and the
public. AOPC
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