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Probate Court Budget Committee
Meeting Agenda
Wednesday, December 4, 2019
4:00 PM
|.  Convene Meeting
Il.  Public Comment and Correspondence
lll.  Remarks by the Chair
V. Compensation Plan Adjustments
V. Policy re: Progression from Assistant Clerk to Clerk
VI. Guidelines for Fiscal Year 2020-2021 Office Budgets
VII.  Other Business

VIIl. Set 2020 Meeting Schedule

IX. Adjournment
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PCA Policy Manual

101 STAFF COMPENSATION ADJUSTMENTS
POLICY

The Probate Court Budget Committee may periodically authorize cost of living adjustments
(COLAs) and merit increases for court staff. Each judge is responsible for the implementation
of COLA and merit increases for the staff of the judge’s court in accordance with the budget
committee’s guidelines.

GENERAL INFORMATION

Generally, all court staff, except temporary employees,/rehi'réd retiree and those whose
rates of pay exceed the maximums for their posut:on, re eligible to recejve :;__,compensatlon
adjustments in the form of COLAS and merlt mcrea //é” The total pool of fun' s for

,/that

budget commlttee

PROCEDURES

COLAs

_mporary employees, rehired retirees and those

imums for their positions, receive the same
ase. ition, the minimum, market, and maximum rates of pay for each

positio > amount of the COLA.

Merit Increases
In addition'to COLAs, the budget committee may periodically authorize merit increases for
court staff. When.the budget committee authorizes a merit increase, all court staff who were
employed by a court as of the end of the applicable performance evaluation period, except
temporary employees; ehlred retirees and those whose rates of pay exceed the maximums
for their positions by 2% or more, are eligible for an increase. If the sum of the employee’s
current pay and merit increase would exceed the maximum for his or her position, the sum is
capped at maximum plus 2%. Any amount of merit pay that exceeds maximum is not added
to the employee’s base pay. The performance evaluation system calculates the amount of
each employee’s increase, if any, based on his or her performance evaluation for the
applicable evaluation period. The budget committee may establish additional guidelines for
the implementation of merit increases.

Page 1



Promotions

An employee who is promoted will be paid minimum for the new position or 3.5% more than
the employee's rate of pay before the promotion, whichever is higher. If, however, the
employee’s rate of pay before the promotion exceeds the maximum for the pre-promotion
position, the promoted employee will be paid the greatest of the current rate of pay, the
minimum for the new position, or 3.5% more than the maximum for the pre-promotion
position. A promoted employee is eligible for any merit increase or COLA that the budget
committee authorizes for implementation after the date of promotion.

Transfers

See Policy No. 306 for general information on applicable policies when a judge hires a court
staff member from another court to fill a vacant position that is authorized under the court’s
benchmark staffing level. A transfer employee who is hired to continue in the same position
(e.g., an assistant clerk at another court is hired as an assistant clerk) will be paid at the
same rate that he or she was receiving prior to the transfer. A transfer employee who is
promoted to another position (e.g., an assistant clerk at another court is hired as a clerk) will
be paid in accordance with the promotions policy set forth above. A transfer employee who
accepts a position with a lower pay range (e.g., a clerk at another court is hired as an
assistant clerk) will be paid the maximum for the new position or the rate that he or she was
receiving prior to the transfer, whichever is lower.

Progressions

Advancement from assistant clerk to the clerk level is available to incumbents after strong
performance of four years of experience in the Probate Court system. Advancement is not
automatic and requires judge approval.

An incumbent must be in full-time status (35+ scheduled work hours per week) to be eligible.
Rehired retirees and part-time employees (those working less than 35 hours per week) are
not eligible. Cumulative hours over a four-year period must equal or exceed 7,280 hours (35
hours per week x 52 weeks x 4 years).

After the initial implementation in 2020, employees may be considered for progression in the
first payroll following the first full month after month of eligibility.

Questions on this policy: Contact PCA Financial Services Department at (860) 231-2442

Forms for this policy: Compensation Ranges

Date Issued: 01/01/2011
Revisions: 12/01/2011, 01/01/2013, 07/01/2013, 01/01/2014, 01/01/2015, 11/01/2015, 01/01/2017, 01/01/2018, 07/01/2019, 01/01/2020
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Compensation Ranges

June 2019

Hourly Rates

Class Title Exempt /INE Markgt Max.
Chief Clerk IlI Exempt’
Chief Clerk Il
Chief Clerk | 37.81
Staff Attorney 42.77
Deputy Chief Clerk 39,67
Clerk 25.79 30.95
Assistant Clerk 22.74 27.29
Court As/siw 18.83 22.59
4 37.71 45.25
32.64 39.17
Security Offic 15.06 18.83 22.59

'Rehired retirees are classified as non-exempt regardless of position.

’Regional Children’s Probate Courts
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PCA Policy Manual
201 STAFFING LEVELS AND

POSITION CLASSIFICATIONS

POLICY
The Probate Court Budget Committee establishes staffing levels fo/r/each court, including the
allocation of staff among position classifications. Staffing levels areéstabllshed within the

r 4

anticipated available funds in the annual budget.

GENERAL INFORMATION

p

The budget committee establishes benchmark and tranS|t|0naI stafflng

and reviews staffing levels to update benchmark Ievé”%s applicable. The
nsitional authorization pe’

represents the optimal number of staff, and the tr/éi//
maintain a higher level of staffing if the court’s st ff (or comblned staff of merg :

of December 31, 2009 was higher than the bench‘n/j//// kI evel//y/
< W/

///
Courts are expected to move toward/t/h'e»b enchmark sta fiing Ievels through voluntary attrition.
If a court’s transitional authorization iS/ Nig

han the benc chmark, the court is not authorized
o
to fill vacancies resulting from the departure ‘of

employee‘:
Courts must adhere to theypg/nchmark staﬁl g Iev ‘/// ecifies the position classifications
fzs

Staffing levels are exp///’ssed as fuII,/tame equivalents (FTE). One FTE position equals 40

hours of work per w//é//k For exam' e ‘a court with-a benchmark staffing level of 3.5 can
ual ho : X 40 = 140). While courts must be open

implement staffing equal cto 140

/é,teggere o cover the required open hours.

Restrictions

Court benchmark 8.0 FTE or more

Court benchmark between 4.0-7.9 FTE

Court benchmark 3.9 FTE or less

Court benchmark 8.0 FTE or more
Deputy Chief Clerk Court benchmark 8.0 FTE or more
Clerk Budget committee authorization
Assistant Clerk Budget committee authorization
Court Assistant Budget committee authorization
Lead Family Specialist Budget committee authorization
Family Specialist Budget committee authorization
Security Officer * Limited to regional children’s courts
Temporary Staff Budget committee authorization
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* Regional Children’s Probate Courts

As assistant clerks advance to the clerk level, vacancies will be filled at benchmark staffing
levels.

A full-time position is defined as one requiring 35 hours or more of work per week; and a part-
time position is less than 35 hours of work per week. A temporary staff position is defined as
a position authorized for an individual court for a specific purpose and for a limited period of
time. Refer to Policy No. 202 “Temporary Staffing” for the policy and procedures.

PROCEDURES

In accordance with Regulation 28, the budget committee establishes benchmark staffing
levels by taking the following factors into account:

e Efficiency of operation

e Population of the probate district as established in the annual population estimate by
the Department of Public Health for each city or town as of October 1 of the
immediately preceding calendar year

e \Workload

e Types of cases heard by the court

e Other factors the budget commlttee considers appropnate

The budget committee is authorized to consider adjustments to staffing levels during the
course of the year to address unforeseen circumstances.

Questions on this policy: Contact PCA Financial Services Department at (860) 231-2442

Forms for this policy: Position Descriptions

Date Issued: 01/01/2011
Revisions: 01/01/2013, 07/01/2014, 01/01/2017, 01/01/2020
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Probate Court Chief Clerk |, 11, 1lI

Class Definition:
This class is accountable for directing the daily operations of the clerk’s office in a Probate Court.

Guidelines for Class Use:

Assignment of Chief Clerks will be determined as follows: Chief Clerk | will be assigned to those
courts having 1-3 fulltime equivalent staff; Chief Clerk Il will be assigned to those courts having 4-7 full
time equivalent staff; Chief Clerk Ill will be assigned to those courts having 8 or more full time
equivalent staff.

Supervision Received:
Receives supervision from the Judge.

Supervision Exercised:
Directs office staff as assigned.

Examples of Duties:
Performs or may perform the following duties at the dlrect

other probate matters formulates office goals and ob}f;t/'/,

actlvmes |n accordance with establlshed policies; dlrects/cf’ase man 'gement activities; establishes

_-:documents reviews, evaluates and

/ iance with pertinent laws, statutes and
4 G

)'materials and cons_ults ith judge on research matters as

reqwred prepares file notes for Judge; revi /’ I i w of fiduciary accountings; acts as

management; aSSIStS
performance evaluati
for maintaining financia
charge admmlstrator for

s and maintains financial records and reports
required.

ge, Skill and Abili
Conmderable knowledge of the > policies
e erable knowledge of and ability to interpret and apply relevant state
edge and ablllty to apply management pr|n0|ples and technzques

Experience and Training:
General Experience: Eight years of experience in the Probate Court system or related field.

Substitutions Allowed:
1. College training may be substituted for the general experience on the basis of 15 semester
hours equaling ¥z year of experience.
2. A Master's degree or law degree may be substituted for one additional year of general
experience

Special Experience: Supervisory experience is preferred.

Adopted:  02/17/2010
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Probate Court Staff Attorney

Class Definition:
This class is accountable for performing a variety of legal research and administrative functions for the
Probate Courts.

Class Guidelines:
Assigned to those courts with the position of Chief Clerk III.

Supervision Received:
Works under the general supervision of the Chief Clerk.

Examples of Duties: ,
Performs or may perform the following duties at the direction of;the'

Researches and analyzes legal questions and issues for g; ar ety of Probate' ourt files including
decedents estates, trusts, conservatorship and guardiar ians s//glp matters, commntment/s/ /termmatlons
adoptions and other probate matters; prepares su ///Erles on legal lmpllcatlons and i/;g//ljes reviews
cases for procedural problems; completes legal rese//g/r;c,h problems as directed; prowdes technical
and consultative assistance to attorneys and pro se pa

//// ///
s regar d| g legal or procedural/matters
prepares correspondence, reports, memos and decrees
required.

i
//hearlngs performs related duties as

'ﬁ

Minimum Qualifications Required:
Membership in the Connecticut Bar

Knowledge, Skill and Abilit
Knowledge of and ability /to nter ret

74

skills; oral and written com

Adopted: 02/17/2010
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Probate Court Deputy Chief Clerk

Class Definition:

This class is accountable for assisting in the overall administration of a Probate Court and
independently performing a full range of tasks including reviewing and processing a variety of court
documents.

Guidelines for Class Use:
Deputy Chief Clerks will only be assigned to those courts having 8 or more full time equivalent staff.

Supervision Received:
Works under the general supervision of the Chief Clerk.

Supervision Exercised:
May supervise lower level staff as assigned.

Examples of Duties:
Performs or may perform the following duties at the directio

bate Court which is sponsible for
Ui

an guardianship matters, ”c-/ommitments,

&

files prior to hearlngs monitors compliance with pertln
judge with research materrals and consults with judge

ntings; acts as liaison Wlth other state
ssistance to attorneys and pro se
rtieS' enters data into the CIVIS

General Experience

Six years of experience In the Probate Court system or related field.

Substitutions Allowed:
1. College training may be substituted for the general experience on the basis of 15 semester

hours equaling % year of experience.
2. A Master’s degree or law degree may be substituted for one additional year of general

experience

Special Experience: Supervisory experience is preferred.

Adopted: 02/17/2010
Revisions: 09/01/2010
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Probate Court Clerk

Class Definition:
This class is accountable for performing the more complex tasks in the review and processing of court
documents and performing other administrative duties in a Probate Court.

Supervision Received:
Works under the general supervision of the Chief Clerk or Deputy Chief Clerk.

Examples of Duties:

Performs or may perform the following duties at the direction of the Judge:

Reviews, evaluates and processes a variety of Probate Court files including decedents estates, trusts,
conservatorship and guardianship matters, commitments, terminations, adoptions and other probate
matters; monitors compliance with pertinent laws, statutes and rules of practice; reviews and
responds to inquiries from the public; reviews fiduciary accountings; acts as liaison with other state
and governmental agencies; schedules hearings; enters data into the CMS program; coordinates and
arranges appointment of counsel and other professionals as required by statute; coordinates service
of notice, including publication and certified mail notice; attends hearings; prepares file notes for the
Judge; provides interpreting services; provides for the translation of documents; provides or oversees
statistical reporting; provides staff training and assistance; prepares correspondence, memos and
decrees; collects, scans, stores, retrieves and destroys official court records in accordance with
statutory mandate and administrative polices and procedures; acts as billing and accounts receivable
management coordinator; prepares and maintains financial records and reports for Probate
Administration; makes deposits; performs related duties as required.

Minimum Qualifications Required:

Knowledge, Skill and Ability: Knowledge of the policies, procedures and operating systems of the
Probate Court office strongly preferred; knowledge of and ability to interpret and apply relevant state
laws and rules of practice; interpersonal skills; oral and written communication skills; knowledge of the
CMS program strongly preferred; computer skills.

Experience and Training:
Four years of experience in the Probate Court system or related field.

Substitutions Allowed:
1. College training may be substituted for the general experience on the basis of 15 semester
hours equaling Y2 year of experience.
2. A Master’s degree or law degree may be substituted for one additional year of general
experience

Guidelines for Class Use:

Advancement to this class is available to incumbents in assistant clerk positions after strong
performance of four full-time years of experience in the Probate Court system. Advancement is not
automatic and requires judge approval.

Adopted:  02/17/2010
Revisions: 01/01/2020
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Probate Court Assistant Clerk

Class Definition:
This class is accountable for performing a full range of tasks in reviewing and processing court
documents and performing other administrative duties in a Probate Court.

Supervision Received:
Works under the general supervision of an employee of a higher grade.

Examples of Duties:

Performs or may perform the following duties at the direction of the Judge:

Assists in the review, evaluation and processing of a variety of Probate Court files including
decedents estates, trusts, conservatorship and guardianship matters, commitments, terminations,
adoptions and other probate matters; reviews fiduciary accountings; reviews and responds to inquiries
from the public; coordinates and arranges appointment of counsel and other professionals as required
by statute; schedules hearings; prepares file notes for the Judge; provides interpreting services;
provides for the translation of documents; coordinates service of notice, including publication and
certified mail notice; collects, scans, stores, retrieves and destroys official court records in accordance
with statutory mandate and administrative polices and procedures; provides or oversees statistical
reporting; acts as liaison with other state and governmental agencies; enters data into the CMS
program; monitors compliance with pertinent laws, statutes and rules of practice; prepares
correspondence, memos and decrees; makes bank deposits; performs related duties as required.

Minimum Qualifications Required:

Knowledge, Skill and Ability:
Interpersonal skills; oral and written communication skills; computer skills.

Experience and Training:
Two years of experience in the Probate Court system or related field.

Substitutions Allowed:
1. College training may be substituted for the general experience on the basis of 15 semester

hours equaling ¥ year of experience.
2. A Master's degree or law degree may be substituted for one additional year of general

experience

Guidelines for Class Use:
Advancement from assistant clerk to the clerk level is available to incumbents after strong
performance of four full-time years of experience in the Probate Court system. Advancement is not

automatic and requires judge approval.

Adopted: 02/17/2010
Revisions: 01/01/2020
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Probate Court Assistant

Class Definition:

This class is accountable for receiving on the job training and for attaining increasing skills in the
operation of the CMS program, personal computers, document processing, public service and general
office support in the Probate Court.

Supervision Received:
Works under the close supervision of an employee of a higher grade.

Examples of Duties:
Performs or may perform the following duties at the direction of th
Performs a range of administrative support tasks for a variety of |
decedents estates, trusts, conservatorshlp and guardlanshl ’

V.
duties; answers telephones, routes caIIs and prowdes geperal

training in the CMS program; prepares typewritten %gt;rlals mamtalns f|Ies forms' |
processes passports processes resplte and kinship ¢ f) i

Adopted:  0217/2010
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Lead Family Specialist

Class definition:
This class is accountable for supervising the Family Specialist staff of a Regional Children’s Probate
Court or administrative region.

Guidelines for Class Use:
Assignment of Lead Family Specialists will be made only in those Regional Children’s Probate Courts
and administrative regions having three or more Family Specialists.

Supervision Received:
Works under the general supervision of the Administrative Judge of the’
Court or judge of a Probate Court. Receives clinical supervision from’
Manager of Mental Health and Family Programs. Reports to the C i
attendance purposes. ’

2gional Children’s Probate
robate Court Administration
k for administrative and

Supervision Exercised: 4
Provides clinical supervision with the Manager of Menta
Specialists and interns as assigned.

Examples of Duties: ! ,,
Performs or may perform the duties of a Family Speuahs :  office workflow and determines
priorities; schedules, assigns, oversees, and reviews work; establishes and maintains office procedures;
assists with providing staff training and assiste rformance evaluations; acts as liaison

with other operatmg units, agenmes and ouf

caseload of direct servnces
other direct services as nec

Experience and Trainin
General Experience:

A Master's degree in the social sciences or related field or J.D., and four years of experience in social
work, counseling or human services related to child welfare or child development.

Substitutions Allowed:
A Bachelor's degree in the social sciences or related field and six years of experience in social work,
counseling or human services related to child welfare or child development.

Special Requirement: Incumbents may be required to travel in the course of their daily work.

Adopted: 12/12/2012
Revisions: 07/01/2014, 07/01/2016, 01/01/2018
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Family Specialist

Class Definition:
This class is accountable for independently performing a range of family plan development,
assessment and case management services relative to children’s matters.

Guidelines for Class Use:
Assignment of Family Specialists will be made only in the Regional Children’s Probate Courts and
those Probate Courts that are not served by a Regional Children’s Probate Court.

Supervision Received:

Works under the general supervision of the Admmlstratlve Judge ofth% onal Children’s Probate

the Chief Clerk for administrative and attendance purposes.

Supervision Exercised:
May supervise interns as assigned.

Examples of Duties:
Performs or may perform the following duties at the
Conducts conferences with parents, family member:

n
meﬁte between the parties which provide
"ordlnates with Department of

attorneys regarding case issues; assists wi
and families; confers with the administrative"
procedures prepares recom

ew; attends ceurt hearings; prepares statistical
ovides |nterpret|ng services; provides for the

Experience and
General Experience
A Master's Degree in the social sciences or related field or J.D., and two years of experience in social
work, counseling or human services related to child welfare or ch|ld development.

Substitutions Allowed:
A Bachelor’s degree in the social sciences or related field and four years of experience in social work,
counseling or human services related to child welfare or child development.

Special Requirements: Incumbents may be required to travel in the course of their daily work.

Adopted: 02/17/2010
Revisions: 09/01/2010, 07/01/2014, 07/01/2016, 01/01/2018
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Probate Court Security Officer

Class Definition:
This class is accountable for providing security services in a Regional Children’s Probate Court
location.

Supervision Received:
Works under the general supervision of the Administrative Judge.

Examples of Duties:
Performs or may perform the following duties at the direction of the Judg/%//
Maintains safety ands security of staff and visitors as assigned; patro/l///s/{iﬁ erior and exterior of
building; monitors all movement through assigned areas; keeps recor

int
////;/q%nd prepare reports; assists
staff as assigned; assists visitors by guiding them to proper Ioca/t/i%f/}%)%ding directions and
. . . . Vi G, .
information as requested; provides security escorts; performs r¢lated duties:as required.

Minimum Qualifications Required:

Knowledge, Skill and Ability:
Interpersonal skills; oral and written communication
emergency with judgment and discretion.

Experience and Training: )
Graduation from high school (or GED cettifica

provide the skills and abilities indicated above

1) and any ex

y

Adopted: 02/17/2010
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