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Efficiency is the expertise of

doing it better each time.

TODAY'S
Class

I. Technology

2. Notebook

3. Miscellaneous
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TEchno
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CONSTABLE'S
office

Paper

‘ Do what works

for your office!
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DO -fi1le?

* It might make more sense to keep things
electronically if you do!

®* Pros/Cons

* Example of how it works

HOME

Ld EFILETEXAS.gov’

Civil and Criminal E-Filing Mandated in Texas

“Every branch of Texas government, particularly the judiciary, is committed to
applying technology that enables everyone access to our justice system

ng civil, family, probate, or criminal cases in the Supreme Court, Court

ict and county courts. While not required, non-attorney filers are

o permit e-Filing

Do you have an e-filing service provider?

YES NO

Choose an e-fiing service provider »
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Court Information

When filing into a Baxar County Criminal Case, please select “File into existing case”, and

choose one of the following appropriate locations:

+ Bexar County - County Clerk — Criminal (Incl. Bond Forfeiture)
 Bexar County - District Clerk - Criminal (Incl.
Expunction\Forfeiture\Occ. Driver's Lic.)

Next, enter your Case Number, and enter “Search”

For District Cases filed prior to 6/3/24, search for the case number with “DC” in front ex:
DC2023CRXCKX.

ATTENTION:

The URL links to documents in Service emails have been restored. To view these links,
an additional step has been added, prompting users to enter their email address. More

information is available here.

eFileTexas SelfHelp (for filers who don't have a lawyer)

Register for an Individual Account

Register for an Individual account

Examples:

- Filers without lawyers (pro-se filers or self-represented
litigants)

- Process servers

- Landlords and tenants (renters)

- Pro hac vice or out-of-state attorneys

- Other non-parties (for example, employers filing

garnishment information)

Register =

10



8/6/2024

ot
UArtificia l

* Have you used ChatGPT or another Al
service?

* Microsoft, Google, and Apple are all rolling
out their own Al tools built into their
products |

® Pros/Cons

11

= chatggtoom

Cat

PH A oot @ TR Q) maifay @ TR | Ruies & Forme.

b ChatGPT35

Wite an email to Jane saying that we can't give legal advice a5 a clerk,
ut she can find mere informatian at this ink:

@ Subject: Information on Appeali @
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® Civil Process 10}

® Policies & Procedures
®* CJIS Information

® Phone List

® Retention Schedules

® Fee Schedule

®* Forms

* System Manuals/Etc.

. Self—Represen'ted
Litigants

13

Civil

Proces
TICTC Resources
Contact Us Page

Other Civil Process
Resources

14
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Phone-a-

TIJCTC Resources
Friend

15

| ComactUs  Login | Databasg | Handouss

Texas State 3 Texas it Court Traming Cartar > Logut Resovrcas

| Constables.

Wt it Legal Resou ___ Joes TIC1 "rovide?

P

DESKBOOKS FORMS EDUCATIONAL MATERIALS

Easily accessible books covering  Customizable forms available to  Materials that explain pracesses
courts and Constables and procedures in justice court

justice court topics.

oy W (]

LEGAL QUESTION BOARD ONLINE LEARNING THE DOCKET

Search for questions others. Find out about online leaming View our blog with recent legal

have posted or ask your own. opportunities. announcements

Our resources are funded through generous grants from the Texas Court of Criminal Appeals and the
Texas Department of Transportation.



https://www.tjctc.org/tjctc-resources.html

E-Blasts
D oc Kk e tuew

TICTC's Blog

POSTS

JuLy 9, 2024 EDIT

TICTC Updates 7.9.2024

I TICTC
Updates

Hello Everyone,

We hope you are all having a great time taking some much-needed
time off this summer and spending time with family and friends.

The TICTC Team had a great time seeing many of you at the end of

Search...

RECENT POSTS

TICTC Updates 7.9.2024
Mental Health Resources for Courts
TICTC Updates 6172024

Grants Given (0 States to Combat Impaired

TICTC Updates 5.30.2024

AmcHIvES

Juty 2024
June 2024

May 2024

8/6/2024

Other
r es

OuUrces

®* Civil Process in Texas from
Blue360

* State Law Library

* Texas Law Help

Others?



https://docket.wp.txstate.edu
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Policile ¢
Proced

Legal
Requirements

County Policies &
Procedures

Office Polices &
Procedures

19

Legal
Requirements

* Elected Officer Information - at least the name and
contact info Gov. Code 2051.201(b)(2)

* (Court Requirement) - Notice of Self-Help Resources
Gov. Code 51.808

* (County Requirement) - Public Information Request form
Gov. Code 552.235 (if your county uses the AG form)

* Notice of Foreclosure Sale Property Code 51.002

20

10
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E;Do you have an
HR Department?

22

11
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rocedure

* HR Related
* Software/Case Management
* Civil Process Related

What else?

23

Coptact
Information

Training Documents

(ah

24

12
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Contact
g

® Look in your binder!

* Your field representative/auditor can help with
training

®* TJCTC also has a CJIS Module related to court
reporting that has much of the info that your

office uses.

25

Phone

TICTC/TAC/IPCA
Numbers

County Numbers

Office Numbers
Vendors/Etc.

Who are we missing??

26

13
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B U I I d ° i""F]e dgou send people who come

for help?
O Other county offices?
O Local programs?
o Legal Aid?

®* Who do you call when you need help?
o TJCTC
O Colleagues in other counties
o TAC
O Who else?

27

Someone who uses e Someone from your
a software system SN a region (North, South,

that you do P& Eoast, West, Central,
Panhandle)

Someone from a S Someone with
similarly-sized more

office: Small (less experience than
than 5), Medium you

(6-15), Large (I5+)

28

14
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Phone

* Work at your tables

°* One person will play the caller, another will
play the answerer, the rest will listen to give

feedback and tips

* Complete all 3 prompts at your tables

Don’t say, I can’t help you!”

29

Schedule PS

Schedule GR

Office Policies
Related to Retention

30

15
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Record

®* You will discuss this in a later class.
®* You have the printed schedules that should apply

to your office in your binder.

32

16



8/6/2024

COMPTROLLER'S WEBSITE

@ Transparency
SHERIFFS' AND CONSTABLES' FEES

Our office compiles Sheriffs’ and Constables’ Fees each year as reported by county officials. The

Comptroller's office has not independently verified the information and does not certify it the

information is accurate.

Before December 15 of each y

ar, the Comptraller's office sends the data to:

« the commissioners’ court of each county in Texas,

* any statewide association of counties or officers of counties that have requested the information - in

writing - before Dec. 15;

= the State Bar of Texas.

sal County Sheriffs’ and Constables’ Fees are available u:

g our Sheriffs and Constat

d, which allow arious fees b fee trends

en counties and

you to explore t

The latest Sheriffs’ and Constables’ Fees data are now available in the dashbaord.

Sheriffs’ and Consta
Fees Dashboard

HowtoR
Dashboard Tutorial (PDF, 3.5M
Cha and 381 Agreement Database

Econo
Eminent D
Local Government Debt

Public Pension Search Taol

Sheriffs’ and Constables' Fees

ic Information

https://comptroller.texas.gov/transparency/local/sheriffs/

33

Forms

TICTC Forms

Local Forms

Mandated Forms

34

17


https://comptroller.texas.gov/transparency/local/sheriffs/
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T'exas Justice Court T

Justces of the Peace | Constabies | Court Personnel | Legal Resources | Onine Learming | ContactUs  Login | Dtadmse  Handouts

Forms
friendiy, one pand” below, which will expose al of the for »click Ctrt-F whi

will open up  "find” box where you can type a keyword to help you find e looking for.

Useful Matariat

Administrative Proceedings Forms

Civil Procedure Forms

» Filing Through Trial - Updated October 2022

» Default Judgment and Dismissal - Updated March 2023

»Trial, Judgment, and Appeals - Updated June 2024 Social Media
0 e
B T

» Enforcement of Civil Judgments - Updated March 2023

» Civil Process and Constable Forms - Updated April 2021

https://www.tjctc.org/tjctc-resources/forms.html

35

* Do you have local forms that you
think are great?
* Suggestions?

36

18


https://www.tjctc.org/tjctc-resources/forms.html
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Protective

Rules BFomus  Orgaiesions=  Publications & Trsining = Programs & Servicen=  Jwiciol Data= oFbe Teaas  Mndia=

Rules & Forms

Home / ks & Forms ¢ Stanurdiced Syoech

RULES & FORMS HOME STANDARDIZED PROTECTIVE ORDER FORMS.

Overview
The 80

e msplcaton and isssance o protectve cedars (Chaptees 71 85, Farly Code. Chaher T8, Subchagtnr A
s orders for T

o of Cririnal )

Procaduae,
parte crdurs (Craphe 83

Arice 7842, The deadine or e

Juow 1. 2020 (58 48, Sackon 9

« the Texss Cound on Family Vicknce:
+ tha Department o Pubic Safey

+ indhidals, organizatons
+ e udges e fusices of couts of varyig uesdicions
« low anforcament aguacies

+ prosacutas: and

ot 10 oy oimnce. serum mssautof stakng

Apphcares and couts ars equired by ow 10 use thess.
ma 1 Users e ree
Beceme.

o

foema. These sars
50 craate s oun discrationary e 1o i Bt parcutar meeds. More foums wi b aded 1o he discretonaty 1ous &8 they
sesabie

cocuments

+ Protective Order FAGS €
+ GetRaady foe Coun £
Satety Plon O

19


https://www.txcourts.gov/rules-forms/standardized-protective-order-forms/
https://www.txcourts.gov/forms/
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System
Manual

/ Software

Phone System

Office Codes/etc.

39

40

20
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TJICTC

Texas Law Help

State Law Library

41

h !
"W h at

®* Do you have a standard script of
what you say to someone seeking
help in your office?

* Table activity

42

21
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= 0 @
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TICTC e ot fions To provide Tegal advice
y have about your case o these mater are unsure what to do af

For help locating an attorney, or to see if you qualify for low-c cost legal assistance §

Referral Directory from the Legal Access 1800.204,2222. Ext. 18

The State Bar Lawyer Referral & Information Service - 1.800.252.9690

Taxas Rio Grande Legal Aid - 1688 988 999¢

Lone Star Legal Aid - 1.713.6

Legal Aid of Northwest Texas - 1888 529 52

provides information and guidance on navigating the court system, including informati

and othe

hitps:/Awww.txcous

including e

Click below for information packets and forms for eviction, small claims and debt claim cases.

mﬁﬂﬂ ) | Justice Court Information Packets & Forms

EILING A SMALL CLAIMS CASE - updated March 2024

43

The law, made clea

TexaslawHelp.org is dedicated to providing free and reliable legal information

Every Page is Now in Spanish and Viethamese

hange th

with the button in the top right comer.

44

22
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Texéls State
Law Library

aboutus

We'te hing! The Becary haa 3 patme Gradusts Reforanca Iresenahip avalabis

R Quick Links

a un
Create or Renew an Account E-Books ar} Databases
Logal FAQs Legal Topics
% I
Find Legal Help Legal Forms

Woraryresources ~  Mrary catalog ~  law & legisiation »  thecourts +  forattomeys ~  legal help & info ~

Q Library Spotlight

o, Texan low.

[ No Circulation Fees and Other Changes.

Seaary)

(I R May is Mental Health Awareness Month

May s National Mantal Haoth Awarsness Mo O Rxary has many e Ihat explan s o These books

10 4ehance your axparence and provids Batar 3csess t oue resourcas

& my account

2 Subeerive to Spotigh updates

Tepresanting a cler or & fomdy marbe corng o 8 loved o

45

Signage
Security

Staff Concerns

46

23
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signage

* Make sure that signs are clear and professional.

* Typed and printed signs are always better than
handwritten if you have time.

* What kind of signs do you have in your office?

47
If Walls Could Talk:
Can Better Court Signs Help Build
TMCEC ==
- «Tyuth is powerful
P r O J e C anat prevail.
https://www.tmcec.com/wp-content/uploads/2023/04/SJI-I1f-Walls-Could-
Talk-Signage-Toolkit-Print-Version.pdf
48

24


https://www.tmcec.com/wp-content/uploads/2023/04/SJI-If-Walls-Could-Talk-Signage-Toolkit-Print-Version.pdf
https://www.tmcec.com/wp-content/uploads/2023/04/SJI-If-Walls-Could-Talk-Signage-Toolkit-Print-Version.pdf

Court

OCA
Local Committees
National Resources

Phone-a-Friend

8/6/2024

Wome Couns~ Rues&Fomse  OrgeniGons-  Pubbcotons & Trsining~  Progamsl Servicess  JudicllDeta  eFile Texas  Media=
Court Security 42 Soach B
Horme / Programs &

COURT SECURITY HOME

Court Securty Inodert Repertng The Texas Lagisature passed Senate Eil 42 EJ during the 85" Legislaive Session. Known as the “Judge e Kocurek Judcial end
ot By Rascci Courthouse Securly Act of 2017 1o the law that e sacurty of judges st i lvels, both
o S i n their courtiouses and a tha homss

+ Emergency Cout Preparecness The changes include
ebeurs

« Establahing a Court Security Diision at
R

wricipal judges and focal a tive judges to establish a court secury committes,

Court Security Division
OCA Coust Sscurkty Dwvision 0 wil

+ Support e estabiishment of coun securly comemitiees through aining and techrical sssistance
« Assist counts d revi y e 4 eveloping
and

. Suppe o for judges i fetion of public aceess 1 the residence address of
8 judge of judge's spouse.

https://www.txcourts.gov/programs-services/court-security/

50

25


https://www.txcourts.gov/programs-services/court-security/
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National

* National Center for State Courts -

https://www.ncsc.org/consulting-and-research/areas-of-expertise/courthouse-

planning-and-security/court-security-and-emergency-preparedness

* Conference of Chief Justices -

https://ccj.ncsc.org/news/judicial-security-update

* Many resources available on Officer Safety

51

Staff

* Office should be a place conducive to work
®* Think about how your workspaces are set up
®* How is your office set up?

26


https://www.ncsc.org/consulting-and-research/areas-of-expertise/courthouse-planning-and-security/court-security-and-emergency-preparedness
https://www.ncsc.org/consulting-and-research/areas-of-expertise/courthouse-planning-and-security/court-security-and-emergency-preparedness
https://ccj.ncsc.org/news/judicial-security-update
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Miscell:

/ What did we miss?

53
thank
listeningg!
Nancy Moneyhon
Q Williamson County Precinct 3
\. 123-456-789
B nmoneyhon@wilco.org OOO(\OC\OO
X XX XX %Z
X XX XX
x| x| X /
A
54
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