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BACKGROUND
Purpose and Scope
In consultation with the USAID Nove Pravosuddya Justice Sector Reform Program
(New Justice) team in Ukraine, this report was researched and prepared by a sole subject matter
expert (SME) from the United States (U.S.) pursuant to the heretofore objectives. New Justice
was established and designed to support, among other responsibilities, the judiciary’s mission to
serve its citizenry and society and to create and continually improve upon its administration to
safeguard an independent, accountable, transparent, and effective justice system. In accordance
with that mission, New Justice set forth the following 5 objectives:
1. Judicial Independence and Self-Governance Strengthened.
2. Accountability and Transparency of the Judiciary to Citizens and the Rule of Law
Increased.
3. Administration of Justice Enhanced.
4. Quality of Legal Education Strengthened.
5. Access to Justice Expanded and Human Rights Protected.
In view of the recent legislative efforts to implement a traditional jury trial model in
Ukraine, this initiative seeks to improve the process by which jury lists are assembled and to
develop a sound, more comprehensive framework in which jurors participate in the justice
process for those cases appropriate for jury trials. Those discussions draw on the conventional
practices of other nation states that employ a jury trial model as a part of their criminal and civil
procedure. Accordingly, the suggested mandates set forth that the State Judicial Administration
(SJA) of Ukraine in tandem with their regional offices will be responsible for compiling the list
of potential jurors using the voter registry as the source list. The Ministry of Justice (MOJ)
seeks advice and counsel on the formulation and processes associated with establishing and
maintaining a traditional jury trial model in support of principal goals. Among other things,
instituting and expanding a traditional jury model in Ukraine is believed to enhance the public’s
trust and confidence in the judiciary by exposing a wider breadth of citizens to the adversarial
process in reaching a fair and just resolution.
Through the commitment of its justice sector reform partners including the SJA and
MOJ, New Justice seeks to improve the legal framework from which jury services and
operations are rendered for select cases in the Ukrainian judiciary. The purpose of this
consulting project was to work with the New Justice team to support the Objective 2 –
Accountability and Transparency of the Judiciary to Citizens and the Rule of Law Increased.
Pursuant to these points, the operative goals of the project were threefold:
1. Recommend a jury list formation procedure for the SJA and its territorial offices.
2. Propose the operational processes and functions regarding best practices on effective jury
service management standards for consideration by the SJA and Ukrainian courts.
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3. Advise on the approach to be instituted in transitioning the jury management process from
the present model to the traditional model including estimated costs of the changeover so that
the judiciary can request adequate funding in support of these goals.
The consultation report discusses these goals through a four-phase approach. It additionally
provides the relevant documents including flowcharts associated with the foregoing. Among the
other processes addressed, the report includes a discussion of the following:











Procedure that the judiciary shall use to select names randomly from the voters registry
(source list), including a minimum number of people the court must draw from the source list
to place in the jury list; how often to update the master jury list to keep it up to date to make
sure that all residents in a district have the equal opportunity to be considered for jury
service.
Algorithm of actions that the judiciary shall use to form a qualified list of jurors to verify
criteria that cannot be identified through the source list such as literacy, mental and physical
infirmity, occupation; recommended methods of random selection to use from the source list;
factors to consider when establishing a number of jurors a court would need during a given
period.
Procedure that the judiciary shall use in determining disqualifications, exemptions, and
excuses of jurors.
Procedure of impaneling the jury for a specific case, including how to assemble jurors to the
voir dire and how to calculate a number for one panel.
Identifying court personnel responsible for the jury management system and specifying their
roles/responsibility in this process.
Recommendations on how to deal with jurors who fail to report (FTR) and fail to appear
(FTA) for jury service assuming the provision which makes jury service obligatory is
adopted.
Recommendations on the content for a basic jury summons.
Recommendations on policies to manage the operational aspects of jury management
including facilities, orientation, and security.

These documents are provided in support of the operative goals to crystallize the processes and
demonstrate the extent to which jurors are involved in a traditional model of administering
justice.
Methodological Procedures
This overview into the basic operations and fundamental practices of a traditional jury
model was developed by the noted SME in consultation with the New Justice team. The primer
for instituting the model for consideration by the SJA and MOJ is based on the review of jury
management literature, current Ukrainian legislation that regulates jury trials in Ukraine, and
relevant surveys and research conducted by New Justice. The literature referenced in this report
are drawn from primary and secondary sources. Primary sources will relate to the SME’s firsthand accounts and experiences as an executive court administrator and consultant in jury
management. Secondary sources are drawn from the works of scholars and practitioners that
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relate to information about jury management and are published in a variety of academic books,
journal articles, reviews, among other documents.
Limitations
The scope of this consultation is specific to those circumstances of the Ukraine judiciary
with the understanding that conclusions were extrapolated only from those documents provided
by New Justice. Along the same vein, the recommendations reflect only the input of those
persons with whom the SME collaborated. This introductory primer of a traditional jury
management model is grounded on the research and prior administrative and consultative
experience of the SME. Due to the short duration of this project, this report is intended to be a
preliminary framework in determining the relative feasibility of employing the same or similar
model in Ukraine. Another important limitation was related to the wide range of jury automated
systems that are currently in use by those jurisdictions that employ a traditional jury model. The
time constraints of this consultation precluded the opportunity for an in-depth review of a
potential automation system that the Ukrainian courts will ultimately require. To that end, the
procedures regarding the operative goals of formulating a jury list, operational processes and
functions, and estimating the costs of reform efforts are addressed in what is a preliminary
framework. It is within this construct that much work is anticipated to tailor those processes to
the expectations and distinctions of the Ukraine judiciary.
Acknowledgements
The SME is appreciative and acknowledges the kind attention of the New Justice team.
Appreciation is especially offered to the contemplative efforts of David Vaughn, Nataliya I.
Petrova, Anna Sukhova, and Uliana Pashynna who collectively spent considerable time in
correspondence with the SME discussing the history, organization, and strategic objectives of
this initiative. Their dedication and commitment to forge a more effective justice system
through the administration of jurors has been an inspiration.
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INTRODUCTION
The management of jury operations and the formation of a “jury list” generally refers to
all functions involved in the identification, qualification, summoning, and support for
prospective jurors. These roles and responsibilities fall within the general purview of a Jury
Management Office (JMO) of a district and/or overarching central agency. The process of
providing juries to decide cases is subject to the applicable laws and policies including those
related to constitutional, statutory, and administrative requirements governing the demographic
representation of the jury pool. The jury system offers a unique opportunity for citizens to
observe firsthand the functions of the justice system who may not otherwise interact with the
courts. To that end, a well-designed jury system serves as a lens through which citizens learn
about their judiciary as the cornerstone to the democratic form of government. A glossary1 of the
most commonly used terms in a jury management operation are noted in Appendix A.
There are generally four phases involved in a jury management operation including
developing and updating the master source list (which is comprised of several source lists),
qualifying and summoning a random pool of prospective jurors, managing those jurors as they
report for service on a given date and time, and then conducting post-service evaluations and
assessments. In most instances, technological software in the form of an automated system will
be an integrated and central part of each phase.

1

See Munsterman, G. T. 1996. Jury system management. Williamsburg, VA: National Center for State Courts.
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PHASE 1 – MASTER SOURCE LIST DEVELOPMENT AND MAINTENANCE
The first phase of the jury management process is the development of the master jury list.
The responsibility and oversight of compiling the list is varied among jurisdictions. Some lists
are managed centrally by an Administrative Office of the Courts (AOC) while other locales
manage it regionally. Notwithstanding which entity is responsible, the master source list is a
record of individuals residing in a particular jurisdiction from which the court will randomly
qualify and summon for jury service. The primary aim of the master source list is to ensure that
it is an accurate and representative account of the adult population in that jurisdiction. The
National Center for State Courts (NCSC) recommends that the master source list should
incorporate at least 85 percent of eligible persons in that court’s jurisdiction. Thus, if a
jurisdiction seeks to develop a master source list of eligible jurors between 30 and 70 years of
age, the court must initially have a record of all adults of the said age range to ensure a minimum
standard of 85 percent inclusion. The American Bar Association (ABA) does not specify a
benchmark, however recommended that the “jury source list and the assembled jury pool should
be representative and inclusive (emphasis added) of the eligible population in the jurisdiction.” 2
Figure 1 illustrates the summary of stages in which members of the general population become
jurors.
Figure 1. Summary of Stages for Citizens to Become Jurors

Jury

Voir Dire Panel

On-site
Jury Pool

Venire Pool

Qualified List

Master Source List

Jury Eligible Segment

General Population

Generally, the judiciary does not maintain extensive, far-reaching source lists of citizens
from which they can then pull together a master source list. Consequently, the courts will often
collaborate and develop partnerships with other governmental entities that have oversight and
control of those lists. Thus, the SJA, must decide which source lists it seeks to use in compiling
a master source list (apart from the voter registry) and then develop a memorandum of
2

See ABA Jury Trial Principles 2016 attachment.
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understanding or cooperative agreement with those respective agencies. Besides voter registries,
other source lists include, income tax filings, driver license dockets, homestead rebate
applications, and state compensation records. The source lists that are used for the purposes of
compiling the master source list is stipulated in federal or state law. The purpose of utilizing
multiple source lists to compile a master source lists is to increase the level of representation and
accuracy of eligible adults in the jurisdiction which can be summoned. Toward that end, it is
recommended that the SJA utilize additional source lists other than the voter registry. Appendix
B provides a sample flowchart in the assembly of a juror pool.
In most instances, automation is used to merge the source lists into a master source list
wherein multiple listings of the same individuals (duplicates) are removed. Among other things,
the system should be designed to accept the transfer of electronic records from respective
organizations providing the source lists. In Ukraine, the voter registry is anticipated to be the
major source list containing data regarding birth, residence, and information about the legal
capacity of citizens. The software will standardize the records upon receipt and organize the
information into a single merged document. It is recommended that the software which is
appropriated is designed to allow the SJA to draw from multiple source lists (inclusive and apart
from the voter registry) so that jurors can be summoned in accordance to established protocols
and qualification parameters (age limit of 30 years or older), geographic boundaries (residing
within the district of where jury service is required), etc. Designing the system to draw only
those citizens who satisfy basic qualification criteria will maximize jury management efficiency.
To the extent the system design screens out ineligible members of the public, jury management
personnel can instead concentrate more of their efforts on “scrubbing” the master source list that
extends beyond the perfunctory function when prospective jurors are summoned by the court.
Jury Management Budget
Appendix C illustrates the business capabilities for a model jury management system that will
incorporate all the functions that are noted in each of the 4 phases noted in this report. Along a
similar vein and in consideration of the budget needs, table 1 provides a sample budget model
from a large, urban court district that can provide the SJA with some perspective on the overall
costs and expenditures in managing a JMO. Of course, these budget projections are specific to
district trial demand and pursuant to the laws in which govern the jurisdiction. Table two
provides the SJA with the overall number of voir dires scheduled (284) and the total number of
jurors requested (21,435) for the district for which this budget was based. In determining the
distinct allocations appropriate to the Ukraine judiciary, the SJA should review and complete the
assessment noted in figure 2.3
Table 1. Projected Annual Budget for Jury Management Office
Jury Management Office Annual Budget
Line Item
Line/Position Description
Beginning Balance
Operations & Expenditures
1010
Stationary Supplies
1020
Travel/Professional Development

15,000.00
4,000.00

In making the case for budget allocations, relevant literature such as Aikman, A. B. 2012. Making the “Pain of
Real People” Part of Courts’ Budget Arguments should be used in framing those positions.
3
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1030
Printing and Duplicating
1040
Copy and Equipment Rentals
1050
Technical/Professional Service
1060
Reference Books
1070
Postage
1080
Juror Fees*
Operations & Expenditures Sub-total

50,000.00
12,000.00
8,000.00
2,000.00
52,000.00
237,000.00
$380,000.00

Personnel Salaries**
2010
Jury Manager (1) @ 79,534.93
2020
Judicial Secretary I (1) @ 45,845.03
2030
Administrative Supervisor I (1) @ 62,826.16
2040
Judiciary Clerk 2 (3) @ 30,087.30
2050
Judiciary Clerk 3 (4) @ 45,359.67
2060
Judiciary Clerk 4 (1) @ 52,044.13
Personnel Salaries Sub-total

79,534.93
45,845.03
62,826.16
90,261.90
181,438.68
52,044.13
$511,950.83

Total Projected Budget
$891,950.83
*Note: Projected expenditure based upon a two-year annual average for juror compensation at a $5.00 per diem rate
for the first 3 days and a $40.00 per diem rate for subsequent days of service.
**Note: Excludes fringe benefits paid for by the judiciary and salaries are based upon median salary for noted
position.
Figure 2. Traditional Budgeting Model
1. What is the status and anticipated budget allocations of jury improvement and reform efforts?
2.
3.

Is there a local/regional task force/steering committee or office overseeing jury management initiatives?
What are the anticipated jury improvement efforts/focus for the Ukraine judiciary?
Maximize representation in jury pool
Maximize jury yields
Reduce incidence of non-respondents
Improve jury facilities
Institute jury system technology
Maximize juror utilization
Maximize juror comprehension (in-court reforms)
Institute jury instructions
Institute public outreach
Other ___________________________











4.

Jury Management and Administration:
A. Will the master jury list for Ukraine judiciary be compiled regionally or nationally?
B. What will be source list(s) used to compile the master jury list?
 Registered Voter
 Licensed Driver
 Income Tax Rolls
 Unemployment
 Public Assistance
 Other: ___________________
C. How (or under what terms) will jurors be compensated?
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 Flat daily rate of $ _______________
 Graduated rate of $ ______ for the first day; $ _______ for _______ days; $ _______ to the
completion of service

 Reimbursement for mileage/travel at $ _______________
 Other juror compensation (e.g., reimbursement for child case) $ _________________
D. What will be jury service term? _________________
E. Will the jurors be summonsed and qualified simultaneously or in two separate steps?
 Qualification questionnaires and jury summonses are mailed simultaneously (one-step process) in
this jurisdiction.
 Qualification questionnaires are first sent to prospective jurors. Summonses are then sent only to
qualified individuals (two-step process) in this jurisdiction.
F.

Who will decide if jurors will be excused from jury service and what criteria will be used for deciding
these requests?
 Judge
 Jury Administrator
 Other

G. What will be, if any, the court’s follow-up on persons who fail to respond to summonses or fail to appear
for service?
 Follow-up or Second notice
 Order to Show Cause hearings
 Fines (Range)
 Other – (Civil Warrants)
 None
H. How many jury summonses will be mailed each year? __________________
I.

What is the anticipated percentage of prospective jurors who are (should total 100%):
Summonses returned as undeliverable
_______%
Disqualified
_______%
Exempted
_______%
Excused for hardship
_______%
Deferred to another term
_______%
Non-response / FTA
_______%
Qualified and available to serve
_______%

J.

Approximately how many juries can be expected to be empaneled each year?
Criminal: _______________
Civil: _______________

K. What accommodations will the court provide for prospective jurors with disabilities?
 Assisted language devices
 Sign language interpreters
 Wheelchair ramps
 Other
L. Jury System Technologies
Base System:
 Commercial/Private Jury Systems
 Government Systems
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 Other commercial software
 In-house software development/maintenance
Verification of qualification information:
 First-class mail
 Interactive Voice Response (IVR) interface
 Internet interface
 Other (please specify): __________________________________________________
Reporting technology:
 Jurors receive summons only
 Jurors receive postcard informing them when to report
 Jurors receive automated telephone call informing them when to report
 Jurors call in, listen to telephone message informing them when to report
 Jurors log on to court webpage with information about when to report
 Other: __________________________________________________
Orientation:
 Jurors receive live orientation at courthouse
 Jurors receive informational brochure/booklet with summons
 Jurors can read orientation materials at court website
 Jurors can view orientation video online at court website
 Jurors can view orientation video on local cable television
 Jurors can view orientation video at local public library
 Other (please specify): __________________________________________________
5.

Voir Dire Procedures and Practices
A. Will attorneys be given access to jurors’ qualification questionnaires?
B. What kinds of juror information will be available prior to trial?
 Name
 Street Address
 Zip code or Neighborhood designation only
 Qualification information
 Marital status
 Occupation / Employer
 Number and ages of minor children
 Other: _______________________________________
C. Will prospective jurors complete a standardized questionnaire for voir dire purposes?
D. What is the anticipated length of jury selection (in hours/days)?
Criminal: ______________________________
Civil: _________________________________
E. What are the anticipated rules, policies, or procedures that will be instituted to protect juror privacy
during jury selection, during trial, and/or after completing jury service?

12
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The master source list will ordinarily be “scrubbed” by personnel to remove duplicates
that were not identified by the software program. For instance, a citizen’s name may appear with
a middle initial in one source list, but not in the other. The system will include the individual
twice in the merged master list because it identified the middle initial data point as representing a
different person. Other deletions from the master source list will be made during the summoning
and qualifying of jurors during Phase 2 in which exemptions and disqualifications are made
pursuant to the applicable court rule or law. For instance, age, residence, occupation, and prior
service are used to excuse persons permanently or temporarily from serving when summoned.
Staff will also use the master source list to verify the accuracy of addresses. For these purposes,
collaboration by the SJA will be required with the postal service.
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PHASE 2 – JUROR POOL QUALIFICATION AND SUMMONING
The second stage in instituting a traditional jury trial model involves the qualifying and
summoning of prospective jurors. Pursuant to the applicable laws of Ukraine, the process must
be done to ensure that those constituents who are eventually summoned are qualified to serve.
Courts employ one of three methods to qualify and summon prospective jurors – a one-step
system, two-step system, or a hybrid of both, in which the steps are done at the same time or are
reserved for high juror volume cases. The boxed illustration shows the general processes for
each of the respective systems.
In the recommended one-step system, the qualification and
summoning process is conjoined. Jurors are randomly drawn
from the master source list and a “questionnaire/summons” (Q/S)
is mailed to them. If the juror is qualified, he or she will report for
service as summoned; if not, the individual will be advised by the
court that they are excused or disqualified and will not be required
to serve on the summoned date. In some instances, jurors will be
allowed to postpone (within the next 3 months) or defer (a period
that extends beyond the next 90 days) their date of service because
of a scheduling conflict or prior engagement.
Under a two-step configuration (should the SJA seek to
consider it), the court will randomly select individuals from the
master source list and mail them a qualification questionnaire to
determine if they are qualified to serve pursuant to law.
Individuals qualified to serve will be relegated to a qualified list of
jurors, who are then randomly summoned by the court to a date
and time to the extent the need requires. The number of
summonses is based on the number of cases scheduled for trial,
case-type (with some cases requiring larger panel sizes), and
overall yield (used as a predictive scale regarding how many
jurors should be summoned). In this arrangement, the SJA would
send a questionnaire to the prospective jurors, who would
complete the document and mail it back to the respective district.
The designated person of that district (jury manager and/or
responsible jury staff) subsequently reviews the questionnaire
responses in determining whether those citizens are qualified.
Those who are qualified are entered into a “qualified pool” and
summoned to report for jury duty on a particular date. Depending
on the design of the system and the level of coordination between the district court and the SJA,
the responsibility of delivering summonses can be retained by the SJA or decentralized to the
districts after the questionnaires are sent.
Regardless of the system that is employed by the court, the quintessential feature of a jury
system is the randomness with which it selects prospective jurors through its Session Order. For
the SJA’s consideration, Appendix D provides a sample flowchart of a court’s Session Order and
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empanelment processes. Two components characteristic of the traditional jury trial model is
randomness and compulsory service; together, these attributes ensure that the jury constitutes a
representative sample of the population regardless of race, gender, socioeconomic class, or
political affiliation. To ensure that the jury was selected randomly, the automated system of
drawing names is used throughout the selection process. For instance, it is designed so that
every Nth person in the master/qualified list is selected such that everyone enumerated has an
equal chance of being summoned. Automation is also used in estimating the number of jurors
that are needed, communicating whether they should report for service as summoned, and
confirm and credit attendance. At present, there are no universal, industry-wide standards that
stipulate the algorithms used in an automation system to generate random numbers. There are
some jurisdictions, however that have instituted their own randomness standards with which
their automated system must conform. Most courts assess the randomness of their process based
on selection outcomes. Depending on how the jury process is developed, the SJA should seek to
provide jurors with call-off instructions, in addition to telephone availability, on the judiciary’s
website. There have been several other jurisdictions that have had jury management personnel email reporting instructions to their respective central office locations so that specific information
related to that district is made available on the judiciary website.
It is recommended that the SJA employ a one-day/one-trial service term. In Jury Trial
Innovations, Hannaford et al. (1997) asserted that reducing jurors’ term of service to a oneday/one-trial period “increases the representativeness and inclusiveness of the jury pool”. Other
reasons why a shortened service term mitigates noncompliance includes the educational
experience about jury duty that is provided to a greater number of citizens, the decreased demand
to be excused from service because of the shorter commitment, and increased efficiency of voir
dire practices, which in turn increases juror satisfaction. The ABA’s Jury Standard 5 (Term of
and Availability for Jury Service) states:
The time that persons are called upon to perform jury service and to be available
therefore, should be the shortest period consistent with the needs of justice.
Term of service of one day or the completion of one trial, whichever is longer, is
recommended. However, a term of one week or the completion of one trial,
whichever is longer, is acceptable.
Persons should not be required to maintain a status of availability for jury service
for longer than two weeks except in areas with few jury trials when it may be
appropriate for persons to be available for service over a longer period of time.

Some of the disadvantages cited by the authors regarding the one-day/one-trial system include
summoning a greater number of jurors, the cost of staff resources, postage, and repeated
orientations that must be conducted on a daily basis, and the possibility that jurors who are not
used during their service date leave with only that one experience to use as a basis of judgement.
For all the aforementioned reasons, the SJA should also work toward instituting the
recommended two-week term maximum into law.
Juror Qualification Process
As mentioned, pursuant to the applicable laws, the juror source list consists of a merged master
list of the records. Jurisdictions vary in terms of what source lists are included. It is
recommended that the SJA draw from as many source lists as it can to ensure a more
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representative jury pool. Of course, this must be administered by law to incorporate other
sources apart from the voter registry; more importantly, such an approach needs to be based on
juror service being an obligatory civil practice in order to justify the extensive search for any and
all available and qualified citizens. For instance, in New Jersey, the master source list is drawn
from registered voters, Division of Motor Vehicle (DMV) licensed drivers, filers of gross state
income tax returns, and filers of state homestead rebate application forms. The SJA should bear
in mind, however that even with the great care that is taken to maximize the representation of the
jury pool and obtain new data each year from the involved agencies, to limit those records to
persons meeting statutory juror criteria (e.g., licensed drivers under age 18 are excluded when
DMV provides records), and to identify duplicate records during the list merger process, the
records of some disqualified persons will still be included within the merged list. Some of those
records are included because some files will not share basic qualification criteria noted in the
jury statutes. For example, although persons must be 18 to register to vote (as well as to serve as
a juror in the noted state), the taxation files rely on income level but are not limited by age. In
addition, neither the DMV nor taxation files contain jurisdiction residency data that is
sufficiently reliable to serve as the basis for assigning records to the court’s district.
All of this is to say that the courts will need to sift through the data notwithstanding its
best efforts to automate the process and create a comprehensive list of eligible citizens. The SJA
will find that some unqualified persons will, in fact, be summoned from the merged juror source
file. For instance, a minor child may have filed a tax return because he or she has sufficient
income (taxation in the example provided did not possess age data), a resident of a particular
jurisdiction may have relocated from that district subsequent to the merger of the most recent list,
or a record-holder may have passed away. Additionally, some persons do not meet the criteria
relating to citizenship, ability to properly perform the functions of a juror, conviction of a crime,
or the ability to read and understand the language with which the voir dire and trial is conducted.
The authority to decide who may be excused from service or who may have their service
rescheduled should be delegated by statute to a designee of the chief judge. In many
jurisdictions, this authority is delegated to a jury manager or commissioner. Whatever
parameters are taken in this regard, it is recommended that it is documented. When a Q/S from a
prospective juror is received, there are two steps to take to determine if the person will serve on
jury duty. First, is the juror qualified; that is, does the juror meet all the qualification criteria
pursuant to applicable Ukrainian law? Second, if the juror meets those criteria, is the person
eligible to be excused or has the juror requested to be rescheduled? Appendix E provides an
example of the qualifications, excuses, and common questions related to the jury service
operation in New Jersey, which can help guide SJA efforts.
Summons
The SJA can consider a range of options in accordance with the laws and court rules that
are ultimately adopted. Most juror summonses will include three parts: 1) the legal language of
the summons; 2) general information about jury service; and 3) the juror information form.
Several examples of a summons are included in Appendix F.
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1) Summonses are printed and mailed en masse by reporting date. The document is printed on a
two-sided sheet and folded with the name and address of the prospective juror noted on the
outside of it. There are various forms and adaptations of the data mailer. Regardless of style,
the document should be articulated in clear, simple language, but at the same time makes it
known that it is a legal document which requires him or her to appear for jury service on a
specified date and time. If the SJA intends to utilize a call-in system, the procedure for
prospective jurors to telephone or accessing that messaging through the court’s website
should also be noted on the document. The call-in system is utilized in those instance when
either the entire venire pool or a portion thereof is not needed to report on the date
summoned because there has been a reduction in the anticipated number of jurors needed by
the district on that date. Prospective jurors for civil and criminal cases are directed to contact
the JMO after 5:00 p.m. (or after court hours) the evening prior to the date they are required
to report for service. Jurors are generally summoned to court at least six weeks in advance,
with enough citizens summoned to ensure that all the anticipated juries can be filled for the
scheduled trials. The cases that are slated for trial on any given date, however, can be delayed
or resolved for a variety of reasons thereby reducing the anticipated need for jurors who were
summoned for that date 6 weeks ago. The call-in system allows prospective jurors to call-in
the night before they are scheduled to begin their service to determine if they are needed,
rather than physically reporting and waiting at the courthouse. Without such a system, scores
of unnecessary citizens would report to the courthouse squandering their personal economic
output for the day, as well as, the court’s resources to check them in. The call-in system
whether it is managed through the court’s website and/or phone system is used to be more
responsive to jurors’ needs and receptive to the demands of their time. Appendix G provides
a sample script that personnel can use to record the daily call-in message for scheduled
jurors. Those who are “called-off” are also excused from jury duty for the full-term of
availability as though they reported and served. Courts generally exempt these jurors from
being summoned again until the term renews because of the commitment they made to serve
on that date; consequently, they should not be penalized and required to recommit their time
before statutorily required because of the change in the court’s trial calendar.
2) The general information about the jury service provides the citizen with practical information
before their report date and (very importantly) responds to the most frequently asked
questions. This eliminates many of the questions such as directions to the courthouse,
parking, payment, call-in number, etc. that would otherwise prompt them to contact the JMO.
3) The juror information part of the form includes the detailed data material that is completed
by the citizen. This information can be completed manually and mailed back (postage should
be prepaid) to the JMO or completed online. In either case, the biographical and
questionnaire information is collected by the JMO in determining qualifications, exemptions,
and considerations for excuse requests. For those who complete the information online,
automation allows for the data points to be “scrapped” over and imported into the system;
thereby, updating the individual juror records. For those that mail the form back to the JMO,
staff will open and enter the information into the automated system.
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PHASE 3 – JUROR POOL MANAGEMENT
The third phase of the jury selection process is generally the
most task intensive because of the number of judiciary personnel
(including the judge) with specific responsibilities that are
involved in the process. The boxed illustration shows the general
process from the point of jurors reporting for service through
deliberation and verdict. Qualified jurors summoned to appear at
a given date and time will report for service. The court’s
assessment of juror needs depends upon information that is
collected and reviewed on a daily basis by the JMO. Based on
those needs, the JMO will then inform qualified jurors who are
summoned on the service date if they should report.
For the jurors that are confirmed to report as summoned,
JMO staff should check them in promptly and directed to await
the next steps of the process in an assembly area that is separate
and secure from the other parts of the courthouse. The routine
orientation that is conducted should expand upon the introductory
information they already received with the summons or accessed
from the court’s website. Following the general orientation,
jurors will be randomly assigned to a voir dire4 panel and directed
to the appropriate courtroom. Jurors who are eventually selected
to deliberate on the case are selected from the voir dire list, which
should also be randomized. It generally involves the interviewing
of prospective jurors – the process by which judges and attorneys
select a jury from among those eligible to serve by questioning
them to determine knowledge of the facts of the case and a
willingness to decide the case only on the evidence presented in
court. Many jurisdictions will return prospective jurors who are
not selected during the assigned voir dire back into the venire
pool so that they can be reassigned to another panel.
General guidelines for empaneled jurors include signing-in every morning at the jury
office to record attendance, wearing the juror badge at all times while in the courthouse,
swearing or affirming to give a true verdict according to the evidence presented and the law,
refraining from discussing the case with anyone, reporting to the JMO or judge instances of
individuals who attempt to talk about the case, and adhering to all instructions made by the court.
Jurors who are selected for a particular case continue to report for the duration of that trial in
accordance with the schedule that is set for that matter until a verdict is delivered or an
alternative, intervening resolution is reached. The number of jurors that are initially summoned
and subsequently called-in to report is dependent upon the number of trials that are initially
scheduled and subsequently confirmed to commence on that summons date.

4

Pronounced “vwa dear” and is a French term meaning “to speak the truth”.
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The ability to accurately tailor juror call-in to actual needs depends on daily
communication between the JMO and trial judges including their respective staff responsible for
communicating the status of trials that will commence jury selection. The JMO, thus, should be
in regular contact with those judges’ staff wherein a jury trial is anticipated. This
communication is imperative because it ensures that the number of reporting jurors that are
instructed to report for service corresponds to the most current information rather than recent
trends or assured maximum coverage. An accurate predictive model obviously also reduces the
number of unused jurors. In some instances, the notoriety of a case will require assigning a nonstandard and significantly larger number of prospective jurors to a voir dire panel. Appendix H
provides a flowchart for those instances when the court is handling a high juror volume case.
Requests made by the court will typically include details about the case including case
name, file number, docket type (criminal or civil), case type (category of criminal or civil case),
and the estimated trial length. The number of jurors assigned to the voir dire panel will generally
depend on the said information. Courts vary regarding how many jurors are provided, but there
are general frameworks that guide the size of voir dire panels. Figure 3 is an example of a panel
size that guides the JMO. The SJA will bear in mind however that these standard panel sizes are
based on the typical selection of 8 jurors for civil trials (6 deliberating jurors in addition to 2
alternates) and 14 jurors for criminal trials (12 deliberating jurors in addition to 2 alternates).
Based on this standard, criminal cases warranting a jury trial in Ukraine would generally fall in
the 1st and 2nd degree category; in accordance with this benchmark, to select a jury of 9 persons
(7 deliberating and 2 alternates) for a 1 defendant case, it would require an initial voir dire panel
of no fewer than 30 jurors and an additional 6 to 7 jurors for each defendant beyond 1. Having
said that, courts will often require additional voir dire panels because the initial panel of jurors
was not sufficient to select the jury. Table 2 provides the data on the distribution of jurors over
the course of a court year in a large, urban district. The PBI for voir dire panel is nearly twice
the standard panel size requiring an average of almost 83 jurors for the 221 voir dires that
commenced during the court year. When the jurors “not reached” are excluded from the total
number sent to the trial courts, the average panel size diminishes considerably to 51, but is still
more than the standard panel of 46. Consequently, a conservative estimate for the typical
criminal trial in Ukraine will generally require a voir dire panel of 60 jurors.
Table 2. Voir Dire Juror Distribution
Voir Dires Scheduled
Total N of Voir Dires Scheduled
Total N of Jurors Requested

Voir Dires Begun
284
21,435

Total N of Voir Dires Begun
Total N of Jurors Sent
Challenged for Cause
Prosecutorial Peremptory
Defense Peremptory
Not Reached
Empaneled

Percentage of Voir Dire
Venire Pool PBI (Total N of Jurors Requested/Voir Dires Begun)
Voir Dire Panel PBI (Total N of Jurors Sent/Voir Dires Begun)
Voir Dire Panel PBI (excluding jurors not reached)

221
18,304
6,611
854
1,292
7,033
2,514
77.8%
97.0
82.8
51.0
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Basis

Civil Trials
25 Jurors
6 Additional Jurors

2 Attorney Case
Each additional attorney beyond 2

Criminal Trials
46 Jurors
32 Jurors
10 Additional Jurors

1st and 2nd Degree Crimes
3rd and 4th Degree Crimes
Each additional defendant beyond 1

General Facility Considerations
Ideally, the juror assembly area should be located on the first floor of the courthouse and
the space should have an open floor plan with adequate lighting and large windows. Locating
the assembly room on the first floor has several easily identified benefits: 1) it will be easier for
jurors to find; 2) many jurors will not have to use the elevators at arrival and departure times; 3)
breaks (refreshments, smoking, etc.) for assembly room jurors will be much easier; and 4) the
elevators will be more easily accessible for other courthouse users, particularly in the morning.5
The check-in area for jurors must provide for the use of scanning equipment and several
PCs. Automated check-in scanner stations allow jurors to promptly check-in and out by
scanning their driver license or summons barcode. Empaneled jurors on active cases can also
check-in and out to account for their daily attendance and can also be used to reprint their
summons if needed. The location should allow for a long line to form inside the room, however
not in the corridor or security area. A separate entrance for reporting jurors including a separate
hallway with enough seating where they can await check-in is ideal. The facility seating should
be clean and comfortable. The assembly area should be configured with wiring for the Internet,
telephones, video displays, PCs, cable television, and a PA system that can be heard throughout
the office including bathrooms. The television monitors should be securely located in the main
part of the space and linked for both orientation as well as for general viewing of the medium.
Provisions of amenities such as additional electrical outlets (for laptop PCs and other electronic
devices) and additional areas designed to enable jurors to accomplish work while they wait in the
assembly room should also be made by the SJA. The location should be completely isolated so
that jurors do not encounter defendants or litigants while traveling from the assembly area to
courtrooms. Vending machines with snacks and drinks should be an available option. The SJA
should determine the most cost-effective way to provide jurors with a complimentary beverage
when they first report for service each day, whether through an approved vendor or by other
internal means. Thus, an inset for the complimentary coffee and tea that is not located in the
assembly room or in any other high traffic area of the space should be made available for
reporting jurors.

5

See a variety of literature that addresses the best practices related to jury assembly areas including Chapter 7 of the
U.S. Courts Design Guide, The Courthouse: A Planning and Design Guide for Court Facilities, and ABA Standard
14 on Jury Facilities.
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The assembly room should have enough capacity for the highest volume of jurors that
can be expected to report to the courthouse for any given trial (see section on calculating and
monitoring juror usage). The assembly room should have a basic bench structure at the head of
it so that initial jury selection in high juror volume cases can be conducted by the judge without
the jurors having to leave the area. Individual offices for the jury manager and personnel should
be in the same facility and preferably on the same floor of the space. An area of the assembly
should be constructed to include individual lockers where jurors can store their belongings
including laptops, wireless communication devices, and other valuables that should not be taken
with them to courtrooms and not made the responsibility of staff. A coat room (in the assembly
room, but away from seating) should be available for jurors so that they have separate area to
hang their winter attire, umbrellas, etc. The facility should also be partitioned so that a
quiet/reading area (away from the television viewing, front desk, vending machine, or other areas
where jurors would congregate to speak on their mobile phone or chat with one another). The
space should be equipped with several supply closets, a small eating/dining area, a work/desk
area with individual carrels that are equipped with internet and laptop connections, a separate
bathroom for male and female jurors, a separate bathroom for male and female employees in an
area that cannot be accessed by jurors, and an archive repository for records and related files that
are required to be kept on-site.
Orientation Program
Jury management should acknowledge the jurors’ commitment to serve during their
initial orientation. The staff assigned to conduct the orientation is equally important because the
message is sometimes not as critical as the messenger. In Through the Eyes of the Juror: A
Manual for Addressing Juror Stress (1998), a jury manager, stated “It makes a big difference
who does the orientation. If the person is positive and confident, it creates an atmosphere that
rubs off on jurors. If not, the jurors are very sensitive and will reflect it all day”. The person
assigned to this function, such as the Chief of Staff of the Courts (CSC) (and the Chief Justice at
the national level), should be knowledgeable, professional, courteous, and have a favorable
attitude. Whomever is assigned the function, it is an important one because the manner in which
the orientation conducted will invariably set the tone for the remaining part of the day, which
after spending considerable time waiting in line to be checked-in can help ease the process for
jurors and make it less onerous.
Jurors may be unfamiliar with the area surrounding the courthouse and information on
local eating establishments would show concern for that fact. More importantly, it would also
assist jurors in being more punctual following the lunch recess. The SJA will want to consider
allowing each office to have a guide on hand that is periodically updated that consists of a binder
of menus together with a map noting their locations. The menus will provide jurors with an idea
of costs and selection. There might also be a listing of nearby city attractions including
museums, historic monuments, sports facilities, etc.
The participation of a judge at juror orientation is a practice that should be instituted.
Appendix I provides a sample orientation script that can be tailored by the SJA to deliver to
jurors during their first day of service. My experience and study of jury management has shown
that jurors clearly benefit from (and appreciate) the involvement of the judge. However, the
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material covered by the judge should be standardized, perhaps in outline form, so that the judge’s
off-bench time is minimized, and jurors are not subjected to duplicate information. The
preparation of an outline should focus on information that is best presented by a judge rather than
jury personnel. For courts where juror volume outpaces the ability for an in-person orientation
program, efforts should be undertaken to broadcast the judge’s address via video so that judicial
and juror time is reduced.
The SJA should also consider implementing printed handouts to review “housekeeping”
information. Appendix J provides a sample juror orientation handout that can also be
customized by the district court and provided to jurors as additional information following the
judge’s orientation. This should be done in order to reduce the length of the orientation and to
provide information that jurors may need at other times during their service. The printed
material would contain information about items such as court hours, approximate lunch hour,
policies for smoking, validation procedures for parking vouchers, etc. Jurors will also benefit
from a generic display that shows rotating court and district information on a monitor. This can
serve as part of the overall public education effort to inform citizens about the judiciary and its
interrelationship with other government branches.
Parking and Security
Issues related to parking assumes that the SJA and/or district will accommodate jurors
traveling with personal vehicles. In any case, it is recommended that those accommodations be
accounted for in the SJA’s long term strategic plan. When jurors are serving on a trial (and
therefore must return to the same courtroom each day), courtroom staff should be responsible for
collecting and validating parking vouchers at the juror assembly room during the morning, and
returning them to the jurors prior to lunch time dismissal. They should repeat the process in the
afternoon if necessary, so that jurors do not have to spend part of their lunch time taking care of
that process.
The SJA should have an approved evacuation plan for jurors. The plan should be
disseminated to courthouse staff and discussed at juror orientation. Additionally, it should be
reviewed to ensure that it clearly provides for the safety of jurors with disabilities and that it
specifically addresses concerns relating to the possible “contamination” of jurors during any
evacuation effort.
The designated security personnel of the judiciary are often the first people that a juror
encounters at the courthouse and therefore can strongly influence jurors’ impressions.
Consideration should be given to providing that staff with training which focuses on jury service.
This would ensure that officers are familiar with their duties vis-a-vis jurors, as well as, have a
comprehensive understanding of typical concerns. To that end, the SJA will want to seriously
consider assigning a judiciary staff person to greet jurors at the main entrances where jurors enter
the courthouse to welcome and direct them to the assembly room. This process and “concierge”
type service helps to reaffirm the importance of their role and the judiciary’s appreciation for
them.
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Judge and Personnel Considerations
The review and approval of jury staffing levels must take into account the appropriate
titles and duties considering their responsibilities, cross-training, and expertise with automated
systems. It should also incorporate the screening work that JMO staff do on the returned
questionnaires and the level of proficiency required to deal with difficult citizens, handle
confidential information, and provide a high level of customer service. For instance, jury staff
must have the appropriate knowledge, skills, and abilities that enable them to check jurors’
criminal records (if such record would disqualify them) on appropriate databases and accurately
interpret information as they review the master source list in determining service qualifications.
In order to better accomplish their job functions, judges including their appropriate staff
and jury staff should receive educational training that includes materials that will familiarize
them not only with jury system procedures as it specifically pertains to Ukraine, but to also have
an understanding of the jury’s role in the justice system and the ability to know and appreciate
the constitutional framework in which it is based. Figure 4 provides a training outline including
those agenda items for which judges and staff should become familiar as the SJA seeks to shift
toward a traditional jury trial model. Figure 5 outlines the staffing model together with the
primary driver in the hiring of JMO staff. Figure 6 enumerates the spacing allocations (by
square footage) vis-à-vis the assigned staff and usage.
Figure 4. Training Curriculum Outline for Jury Orientation and Selection
Curriculum Section
Points of Study/Review
1) Summoning the Jury








Goals of the Jury Selection Process
Juror Master Source List
Juror Summons
Standard Panel Sizes (including exceptions)
Requesting a Jury
Requests for additional panels

2) Greeting Jurors



Preliminary Jury Instructions

3) Jury Selection










Judge List
Attorney List
Voir Dire Questions
Judge Addresses the Panel
Panelist Answer Questions
Judge Rules of Challenges for Cause
Counsel Exercises Peremptory Challenges
General Strategies and Recommendations

4) Conclusion





Dismissing Unused Jurors
Administering the Oath
Instructions for Sworn Jury
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Figure 5. Sample Staffing Model Function Description
Jury Management Function
Staffing Standard:
 A Jury Manager and secretary
 A minimum of three (3) staff for each Jury Management Office
 Staff account for associated responsibilities related to the customer service issues of the office: telephone
coverage for juror and judge contact; supervision of jurors in the assembly room; handling mail; in-person
inquiries and other customer related matters.
 The driver for staffing above the minimum level relies on the number of questionnaires/summonses that are
sent out by the Jury Management Office. These items relate directly to the work within the office such as
handling returned and undeliverable items, qualifying jurors, dealing with correspondence, excuse requests,
requests to be rescheduled, etc.
 One (1) additional jury staff for each 15,000 questionnaires/summonses in excess of 25,000
questionnaires/summonses.
Role and Responsibilities of this function:
 Summon, qualify, reschedule, call-off jurors
 Conduct enforcement efforts
 Verify/create juror payment files
 Confer with Judges/Team Leaders regarding juror needs
 Conduct orientations for jurors
 Telephone coverage for jury issues
Figure 6. Standard JMO Office Space Allocations
Office Space
Jury Manager
Jury Manager Secretary
Supervisor
Clerk Cubicle
Counter Area
File Room
Break Room
Conference Room
Records Storage Area

Square Footage
250
120 – 150
150 – 180
70
26 x 14 (plus handicap access availability)
400 – 500
150 – 200
250 – 300
150

Comprehensive Enforcement Program
Appendix K and L provide sample flowcharts and policy/procedures, respectively,
regarding a Comprehensive Enforcement Program (CEP). A CEP is one in which targets
noncompliant persons summoned for jury duty. More specifically, the program is designed to
address jurors who fail to respond (FTR) to the Q/S and, if qualified, fail to appear (FTA) for
their scheduled date of service. It is understood that New Justice provided a recommendation to
the draft law that such person be punished for contempt of court with a fine of $100. Having
said that, consider how the law is stipulated in a selected district, which requires individuals to
respond and, when appropriate, appear for jury service when summoned:
Failure to respond to questionnaire or summons:
a. Persons who are sent questionnaires concerning their qualifications for jury
service who fail to respond to the questionnaire without reasonable excuse shall
be liable for a fine not to exceed $500, payable to the county from which the
questionnaire was sent, or may be punished for contempt of court.
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b. Persons summoned as jurors who, without reasonable excuse, either fail to
appear for jury service or refuse to serve, shall be liable for a fine not to exceed
$500, payable to the county in which the person was summoned, or may be
punished for contempt of court.

Many courts that employ a traditional jury model have experimented with enforcement
programs targeting noncompliant jurors. As one jury commissioner stated, “The main purpose
of the proceedings is to secure a service date…be a deterrent, and…reduce the burden on the
thousands of dedicated citizens who willingly perform their civic duty”. Officials at another
court indicated that they were seeking to “encourage voluntary participation in jury service
throughout the county and actively discourage people from discarding their summonses or
refusing to serve”.
In a survey of 100 state and federal courts, Boatright (1998) found non-respondents
comprised an average of 11 percent of the federal courts’ pools and more than 20 percent of the
state courts’ pools. The author attributed the disparity to the federal system’s ability to follow-up
with non-respondents due to their available resources and more manageable workload that allows
them to pursue and prosecute recalcitrant jurors. The most common reason cited in the survey
for jurors failing to respond and appear included “employment issues” and “travel problems”.
Court administrators noted that “follow-up and enforcement, limiting report dates, and increasing
compensation” were the most successful approaches in abating the non-response problem.
Jury management literature has generally found that individuals do not respond or appear
for jury service for two reasons. The first involves financial constraints, particularly for those
who are self-employed or paid hourly. For instance, while some employers compensate their
employees when serving jury duty, many do not for such leaves. These individuals are less
likely to respond than those who are compensated in whole or in part. Compensation doled out
by courts that employ a traditional jury model ranges between 5 and 40 dollars and that seldom
matches lost wages. An estimate by the NCSC showed that individuals serving on jury duty lose
an average of 86 dollars a day. The financial hardship for those who are self-employed may be
even greater. As one self-employed juror expressed:
There was no consideration or compensation for the self-employed. We have no
employer paying us while we do jury duty. If we don’t work, we don’t have
money coming in. We have to do jury duty all day and then go and do our selfemploy work at night. We still have due dates and people depending on us to get
the work done and no one to fall back on.

The SJA will need to account for these potential losses in wages specific to Ukraine employment
markets. At the same time, the SJA will need to bear in mind other financial disincentives that
include childcare issues, travel expenses, and parking costs associated with jury service.
The second reason is perception-based. These involve individuals who do not respond or
appear because they have a fear in serving given what has been communicated to them through
various media outlets. Apprehensions are grounded on beliefs that a term of service will be
protracted over several weeks, perhaps even months, that the experience will be too stressful to
bear, that they will be sequestered, or that they will be subjected to reprisals from parties that
were dissatisfied with the jury’s decision. Given the foregoing reasons, the ABA has
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recommended shorter periods of service for jurors. The ABA has also suggested that the court,
irrespective if the jurors partake in voir dire, acknowledge the important role that they serve in
the judiciary and convey sympathy for the hardship that this commitment may pose.
Survey research of jurors showed that contrary to what traditional thinking has held about
noncompliant jurors, non-respondents were just as informed as respondents about the nature of
jury duty including the length of service and the unlikelihood of being sequestered. Individuals
who failed to comply, however, were not as informed as respondents about the process of
requesting an excuse or deferral. This may be based on a belief that their reasons for
unavailability would not be acceptable to the court and therefore made a conscious effort to not
become informed about the excuse and postponement policy. Other findings show a
contradiction in appearance rates based on educational and economic variables. Individuals with
less education and of modest earnings lacked the confidence to sit as a juror believing that
individuals would be highly critical of their social standing. Similarly, but on the opposite side
of the education/economic spectrum, individuals with more education and wealth were reluctant
to serve because they assumed that they would not be selected because of their background and
would therefore waste their time waiting only to be challenged from a panel. Noncompliant
jurors were also less likely than respondents to believe that a non-response would result in any
serious consequence. The most common reason, however for not responding was that they never
received the summons. New Justice will note that summonses are generally mailed directly to
citizens through the standard, bulk rate service of the United States Post Office (USPS); as such,
there are no certified and/or return receipt of the individual having received the summons. Given
the volume in which most courts process jury service summonses it would be cost-prohibitive to
verify receipt of the questionnaire. Some of the summonses are returned as “undeliverable” (as
noted in the yield data tables). Undeliverables are typically the largest outcome category that
reduces the jury yield. In many instances, the questionnaire was returned because the person
summoned no longer resides at the location since the master list was last created or updated. In
other instances, the address that was drawn from one of the source lists and merged into the
master list is not accurate, does not exist, or may have been returned to the court in error by the
USPS. If the summons is not returned as an undeliverable, then the court assumes that the
summons was delivered and received by the addressee.
There are generally three reasons for the court to support increasing its rate of nonrespondents. First, doing so increases representation and as such appropriately characterizes the
make-up of the general population. Second, participating in jury service is an integral part of a
democracy and all individuals should be afforded the opportunity to fulfill this civic
responsibility despite financial hardships and misperceptions about serving. Finally, most
citizens will only come into contact with the judiciary through their jury service experience and
therefore, provides the court with the unique opportunity to showcase the important function that
they play in government and for that matter in the community.
Research confirms the viability of using the CEP, inter alia, as a management policy and
procedure to compel prospective jurors to comply with applicable jury summons laws. Having
said that, the preparation and follow-up required to process FTR and FTA jurors places an
extraordinary demand on the court’s staff and resources, but nonetheless seems warranted given
what it is indicated and recommended in the literature and corroborated by my experience of
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managing such programs. If a CEP is utilized by the Ukrainian judiciary, it should be instituted
on a permanent basis in consultation with information technology personnel. Spreadsheets that
are developed within Microsoft software programs serve the purposes of CEP, however it will
require significant staff time to periodically update. A more efficient process can be developed
through an automated system so that as data is collected, it can be entered and readily tracked for
analysis and presentation. Having such a system would also provide management with monthly
reports that can be shared with court administrators and judges.
There are a range of methods that can be experimented by the court to mitigate the
number of non-respondents. Preliminary data (possibly as a pilot program) should be collected
and evaluated using a variety of timeframe approaches to determine the best course of action
relative to the court’s limited resources and (anticipated) FTR problem. Generally, but more
specifically for large, more voluminous courts findings demonstrate that Order to Show Cause
(OTSC) hearings cannot be conducted for all FTR jurors. Thus, FTRs need to be handled using
a randomized approach such that all FTR jurors have an equal chance of being summoned for an
OTSC hearing. The court should randomly select the pools for follow-up and make a concerted
effort to invite the media to attend the OTSC hearings, which, albeit intermittent, can serve to
promulgate the consequences of failing to respond and appear to the community. The Chief
Justice together with the CSC serve an integral role in the management process to support the
SJA efforts and engage judges. Despite the fact that research has shown that a high proportion of
non-responders are ultimately excused for hardships, publicizing enforcement to the public
demonstrates the importance of a response so at minimum, the court can more accurately
estimate the number of citizens that are qualified to serve and update the master file accordingly.
Considering that the Ukraine judiciary will utilize the voter registry as its source list for
summoning jurors, it is recommended that the court develop a relationship with the voter
registration office/agency where pamphlets and other informational brochures about jury service
can be distributed. The agency can serve as a conduit for the courts to introduce jury service to
constituents who are unfamiliar or apprehensive about jury duty. A citizen focus group should
also be established and interviewed to review the Q/S and comment on revisions, compare them
to other formats, and suggest strategies to maximize the response rate. Along this vein and as a
part of community outreach efforts, the Ukraine judiciary should also utilize facilities that are
accessed by citizens to cast their vote in local and general elections to promulgate information on
the nature and importance of jury service. Communicating the message and providing a bulletin
about jury duty during election cycles in these venues will assure the judiciary that its reach into
the public’s consciousness is maximized. The following recommendations noted by Boatright
(1998) should be carefully considered to the extent the Ukraine judiciary decides to institute a
CEP as a part of instituting the traditional jury model.
1.
2.
3.
4.
5.
6.
7.
8.

Courts should enforce summonses
Citizens should know how to defer or be excused from jury service
Court outreach should be directed at the real concerns of citizens
Outreach efforts should emphasize the ability of anyone to serve competently
Outreach efforts should also emphasize that those citizens who do have
substantial knowledge of the law will not be automatically excused
Courts should be as efficient as possible in juror use and in speeding up trials
Jury summonses should be clear and non-threatening
Source list(s) should be as accurate as possible
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9.
10.
11.
12.
13.
14.

Courts should work with local employers to encourage them to compensate
their employees for jury service time
Courts should work with the legislature to enact jury reform
Child-care should be a priority of courts
Jurors should be compensated accordingly
The courthouse itself (and its neighborhood) should be more juror-friendly
Jury reforms should be implemented as a package
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PHASE 4 – POST-SERVICE EVALUATION AND ASSESSMENT
The final stage of jury operations involves the processing of
payments (including reimbursements, if any), confirmation of
service for those jurors requiring documentation for employers,
delimiting future summonses to the completed service date (based
on Ukraine excusal terms), completion of a juror survey
questionnaire, and the review of juror efficiencies. Payments and
reimbursements vary widely among jurisdictions. Jurors
summoned to the U.S. federal court are compensated $50 per day
and increases to $60 after serving 10 days. Jurors are reimbursed
additionally for reasonable transportation expenses that includes
parking fees and receive a subsistence allowance to remunerate
meals and hotel accommodations, if required. Payment schedules
likewise vary, but payments are generally made on either a
weekly basis or at the conclusion of service. Some employers
continue to compensate employees for a portion or the entire
period of jury service. Federal employees, for instance, are paid
their regular salary in lieu of the fee. Although legislation does
not require employers to pay employees during service periods, it
prohibits them from terminating, threatening, or coercing
employees on account of their jury duty.
The boxed illustration depicts the various tasks that are
managed during the fourth phase of operations. For high profile
cases, some of which may require the sequestration of jurors, the
court would potentially include a more extensive debriefing and
counseling sessions. Ideally, the court’s automation system
should be capable of generating the compensation schedule,
performance reports, and benchmark summaries.
Juror Utilization and Yield Metrics
The trial court performance measure aimed at jury management is outlined in the NCSC
CourTools Measure 8 - Effective Use of Jurors.6 The measure is bifurcated into juror utilization
and juror yield. Juror utilization is defined as “the rate at which qualified and available jurors are
used at least once in trial or voir dire, expressed as a percentage of the total number of qualified
and available jurors (yield)”. Juror yield is defined as “the number of citizens selected for jury
service who are qualified and available to serve, expressed as a percentage of the total number of
prospective jurors summoned”. Other performance measures include postponements, the timing
and length of voir dire, and examining individual judicial practices regarding the management
and use of jurors and jury trials. The overall purpose of the measurements is to “minimize the
amount of effort expended to summon and qualify prospective jurors and to maximize the rate at
which they are used to select juries”. Courts vary in their strategies to garner a pool of qualified
6

See National Center for State Courts. 2005. CourTools: Trial court performance measures. Williamsburg, VA:
Author.
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jurors and so the SJA may seek to tailor its approach based on the nuances of the Ukraine
judiciary. The following tables provide the SJA a sample set of how juror utilization and juror
yield measures were instituted, calculated, and analyzed in a select district court so that they can
likewise customize their assessment.
Tables 3 through 5 show the three primary benchmarks that are used in measuring juror
utilization – People Brought In (PBI), Unused Juror Days, and Percent to Voir Dire. For this
analysis, the subject district was compared, contrasted, and ranked in the state across two
different court years (July 1 through June 30) to the statewide data.
Table 3. Juror Usage Summary for People Brought In (PBI)
Timeframe
State
Senise County
PBI
PBI
State Rank
CYTD
2016-17
67
57
5
CYTD
2015-16
70
52
4
CYTD*
Differential
-3
5
1
Note: The PBI ratio is calculated by dividing the total number of juror days by the total number of voir dires.
Table 4. Juror Usage Summary for Percent of Unused Juror Days
Timeframe
State
Senise County
% Unused
% Unused
State Rank
CYTD
2016-17
29
4
1
CYTD
2015-16
31
10
3
CYTD*
Differential
-2
-6
-2
Note: The percent of unused juror days is calculated by dividing the total number of unused juror days by the total
number of juror days (used and unused). Percentages are rounded to the nearest whole number.
Table 5. Juror Usage Summary for Percent of Jurors to Voir Dire
Timeframe
State
Senise County
% to Voir Dire
% to Voir Dire
State Rank
CYTD
2016-17
82
125
1
CYTD
2015-16
80
117
1
CYTD*
Differential
2
8
Note: The percent of jurors to voir dire is calculated by dividing the total number of jurors to voir dire by the total
number of juror days (used and unused). Percentages are rounded to the nearest whole number. Percentages can
exceed 100 because a juror can be selected for more than one voir dire.
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Table 6 illustrates juror utilization by judge wherein each jurist can be compared against
division-wide totals.
Table 6. Juror Utilization CYTD Data by Judge
Judge
% of Voir Dire

Judge

PBI

Gray
Gill
King
Walsh
Gibson
Harris
Poole

100.0
100.0
100.0
100.0
85.7
83.3
75.0

Gibson
Harris
Poole
Goldman
Gray
Gill
King

31.0
31.0
33.2
35.5
37.7
38.0
39.0

Division Total

92%

Division Total

35.1

Tables 7 and 8 demonstrates the qualification and overall juror yield for the select district during
the same timeframes. In similar fashion, the SJA should tailor these measurements in setting
strategies vis-à-vis overall operational goals.
Table 7. Qualification Yield by Disposition and CYTD
Disposition
CYTD 2016-17
N
%

CYTD 2015-16
N
%

Confirmed
Postponed
Deferred
Reassigned
Excused
Disqualified
Undeliverable
Non-respondents

11,551
1,620
1,988
21
4,642
7,658
13,148
9,749

23
3
4
0
9
15
26
19

11,924
1,965
1,784
147
4,233
9,194
10,498
8,760

25
4
4
0
9
19
22
18

CYTD
Differential
(N)
- 373
- 345
204
- 126
409
- 1,536
2,650
989

Pool Total*

50,377

-

48,505

-

1,872

Qualification Yield*
15,180
30
15,820
33%
- 640
Note: The qualification yield is calculated by dividing the sum of jurors confirmed, postponed, deferred, and
reassigned by the pool total.
Table 8. Overall Yield for CYTD 2016-17
Potential Availability
Summonses Sent
Postponed to this Period
Second-Day Jurors
On-Call Jurors

47,227
2,740
385
5,175

Total Potentially Available

45,177

Not Available
Failed to Appear
Postponed
Deferred
Reassigned
Excused
Disqualified
Undeliverable
Non-respondent
Total Not Available to Serve

1,105
1,619
1,754
0
4,299
7,203
12,345
9,006
37,331
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Tables 9 and 10 provide those data, as noted in the CourTools measurement, that are related to
the postponement of jurors. Coupled with the review of the other benchmarks and in accordance
with those recommendations, the SJA should also focus on the data collection and analysis as it
pertains to the rescheduling of juror service. The jury manager should meet regularly with
judges and respective staff to review jury scheduling (or have trial scheduling placed as an
agenda item at regular meetings that involve those parties) in order to better plan for upcoming
trials, particularly those involving large numbers of jurors or those that will benefit from special
efforts, such as revised juror instructions.
Table 9. Ratio of Postponed Jurors for CYTD 2016-17 (1st Quarter)
Month
Jurors Postponed Out
Jurors Postponed In

Ratio

July
August
September

514
575
218

484
705
734

1.06 to 1
.82 to 1
.30 to 1

Total

1,307

1,923

.68 to 1

Table 10. Summary of On-Call Jurors for CYTD 2016-17 (1st Quarter)
Month
On-Call Jurors
N
July
August
September

1,345
1,611
1,336

Percent of Potentially
Available Jurors
14.4
13.9
11.8

Total

4,292

11.5

Call-In Savings

$21,460.00

6,725.00
8,055.00
6,680.00

Exit Surveys
Many courts request jurors to complete an exit survey to enable the JMO to evaluate the
operation and learn of possible improvements that can and should be made. It is recommended
to the extent feasible, that the SJA do the same across all the Ukraine districts pursuant to the
approval of the Chief Justice. Decisions as to possible ways in which to adapt the current juror
assembly room to the types of accommodations that jurors would like to see could be assisted by
an exit survey. This instrument would ask jurors about how they would like to see the room
arranged, whether they watched television, read, or tried to work, whether they would like
additional electric outlets, wireless access for laptops, more work areas, more quiet areas, etc. A
key benefit of this type of survey is that the results can be used by a jury task force committee
that should be established on a permanent basis by the SJA. Among the key stakeholders
appointed to the committee, it is recommended that one or two citizen volunteers with prior
experience serving as a juror also be included. This would provide input from citizen
participation in the ongoing review of juror issues – an important perspective which can
sometimes elude internal stakeholders. The committee should use the results of the survey to
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recommend changes that respond to juror needs but, more importantly, make it clear to
responsible government representatives that these requests come from the citizens of the district
(and not the judiciary). To that end, the committee would advocate on behalf of, and in support
of, Ukraine citizens.
Appendix M provides a sample exit survey. As noted, survey data can be collected
through a series of Likert scale questions with a five-degree response differential (excellent, very
good, good, fair, and poor). The juror exit questionnaire should also contain adequate space to
allow for juror questions and feedback about their experience. There should be a commitment to
respond to each juror who provides their name and address. A response will help to reaffirm the
importance of jurors’ service. The task of responding might be shared with the JMO, judges, or
other staff, depending upon the nature of the questions raised and comments made by the juror.
Community Outreach
Instituting a traditional jury trial model will require ongoing community outreach. There
should be a renewed effort to enhance public education efforts in Ukraine, including a review of
opportunities to broadcast general juror information on local television and in educational
institutions. The public education efforts would be directed to increasing citizens’ general
understanding of jury duty, jury operations in the various districts, and juror selection methods
used by the courts.
Hannaford and associates (1997) suggested engaging the public in learning about jury
service through a variety of outreach strategies. Some of the programs include:






Having press conferences where leaders at all government levels campaign
for jury service awareness
Public service announcements using various media outlets including
television, newspapers, public buildings, etc., to advertise the important role
of jurors
Targeted media programs wherein judges, among others in the court and legal
profession, are interviewed as to function of juries in the judicial process
Guest speaker programs at educational institutions involving judges who
speak on the constitutional rights of a trial by jury
Developing educational videos designed as mock trials where student
participants play the role of selected jurors

Employing these programs have several benefits including establishing an expectation for jury
service which can assuage some of the concerns and ambiguities about the court system. Like
many court programs, however, public outreach regarding jury duty requires the cooperation and
participation of the court’s judges to the extent that they are comfortable communicating with the
media and other stakeholders. As a part of this effort, prospective jurors can be surveyed to
examine the nexus between their attitudes about jury service and their willingness to respond to
the summons and, if qualified, report for service. Finally, the SJA should evaluate demographic
patterns, if any, among citizens of their willingness to respond and serve so that they can
strategize their present and future approaches to maximize the representativeness of jury pools.
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ROADMAP SUMMARY
Irrespective of the nuances that exist among districts vis-à-vis jury management
operations, the following goals remain universal:7





To select, without discretion, and in the manner statutorily
prescribed, persons from the broadest possible population.
To minimize the inconvenience and cost to the court, community,
persons called to serve, and the employers of those serving.
To maximize the educational value of jury duty to the citizen.
To provide the appropriate environment to permit the jurors to
properly discharge their responsibilities in an open and secure
manner.

In accordance with these goals, the following represent the five areas that are embedded in the
functions and operations of a JMO. The SJA will develop each domain as it pertains to the
roadmap provided in this summary and expounded upon in the four phases and appendices of
this report. For the Ukraine judiciary – a system in which is seeking a sea change regarding its
jury trial reform efforts – it is worth noting that these tasks are not necessarily listed in
chronological fashion with any priority order. Thus, the objectives that should be carried out
regarding automation can (and should) be concurrently pursued as they relate to facilities,
personnel, etc.
1) Automation – the SJA must determine if the work of developing an automation system can
be designed by internal technicians and subject matter experts, or if it is more appropriate to
be contracted out to a qualified vendor. The automation system should be designed to merge
and manage the list(s) of prospective jurors. Among other utilities, the system should be
developed to select names, print forms, managing the persons who reported and failed to
respond/appear, monitoring and managing persons during service periods, payment
scheduling, and post-service tasks and assessments.
2) Facilities – the SJA will require appropriate facilities designated for the unique and
overriding importance that jurors have on the justice system. This necessarily requires
isolated assembly and deliberation rooms, as well as, safeguarding those corridors and
lavatories that adjoin juror areas.
3) Public and personnel management – in most instances, the only interaction that members of
the public have with the judiciary will be through their juror service. Jury management is a
niche area of specialization within the court administration field; thus, the management of
citizens who are summoned for jury duty requires select knowledge, skills, and abilities. The
SJA will need to develop a staffing model together with the appropriate drivers in
determining the size, scope, and compensation base of its JMO – the formula of which
should be used in tailoring the individual jury offices in each of Ukraine’s districts.
4) Trial coordination – jury management does not exist in a vacuum despite its specific area of
expertise. A concerted, wide-scale effort is required by the SJA to incorporate all the courts
because of the affect that it can have on the JMO operation. If the jury system that is
7

See Munsterman, G. T. 1993. Jury management: Emerging strategies and dilemmas. In Handbook of court
administration and management, ed. S. W. Hays and C. B. Graham, Jr. 405-21. New York, NY: Marcel Dekker, Inc.
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ultimately developed is to supply a sufficient (and not excessive) number of jurors, then the
coordination between the trial courts and the JMO must be seamless. The coordination
requires regular and consistent communication between the courts (including the trial
attorneys) and the JMO as trial needs evolve. The lack of coordination oftentimes has the
most detrimental impact on the ability of the system (and the JMO specifically) to effectively
and properly manage the precious commodity that jurors represent in the administration of
justice.
5) Fiscal management – the SJA must work through the legislative bodies to secure the
necessary funding appropriate to the size and scope of its districts’ operations. Once the
initial capital has been allocated for the automation and facility costs associated with jury
services, the ongoing disbursement of these funds will be required for juror fees (if any are
afforded), jury personnel, and operations and expenses (as noted in table 1).
Once the forgoing five points have been fully considered and instituted and an
automation system has been developed or adopted in accordance to the business capabilities
noted in Appendix C, then the following are the necessary steps in instituting a traditional jury
trial model:
Step 1) Create a master source list of prospective jurors – this is the initial stage of the jury
management process. The list will be drawn from the general population based upon
the established parameters pursuant to Ukrainian law. The master source list is
typically drawn from one or more source lists comprising the “jury eligible
segment” of the population and is thereafter maintained on a regular and consistent
basis.
Step 2)

A Session Order is created – the order is reviewed and approved by the Chief Judge
after a determination of juror needs is confirmed. The number of Q/S that are
printed and mailed to randomly selected prospective jurors correspond to the
number of jurors requested on the Session Order for that service date. The
prospective jurors enumerated in the master source list are summoned
approximately N weeks prior to their service date.

Step 3)

Qualify and summon prospective jurors – this represents the screening process to
ensure that citizens who are randomly drawn from the master source list and
summoned to serve as potential jurors for scheduled trials are actually qualified to
serve pursuant to Ukrainian law. This randomized procedure utilizes either a onestep or two-step process to compose the “qualified list of jurors”. Q/S are denoted as
confirmed, postponed, deferred, excused, disqualified, reassigned, undeliverable, or
non-respondent in accordance to the applicable laws. Citizens who FTR are issued
an OTSC.

Step 4)

Manage the venire pool – if the qualified jurors have not been called-off for their
specified date of service by the call-in system, they will report on the specified
summons date. The “venire pool” of jurors are scanned in and are provided an
orientation to the general process. Citizens who are FTA are issued an OTSC.
Following orientation, attendance is taken, and the courts are contacted to confirm
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the voir dire schedule. If a court confirms a scheduled voir dire, a “voir dire panel”
of jurors is randomly created from the venire pool and assigned to the court.
Step 5)

Manage the voir dire panel – the case information sheet that includes the
randomized list of jurors on the panel is provided to the court to commence voir
dire. The judge will orientate the panel regarding the specifics of the case. Voir
dire commences with the first 9 randomly listed jurors on the case information sheet.
Jurors who are challenged and excused from the trial return to the JMO where they
could be delayed in their return to the venire pool, randomly assigned to another
voir dire panel, ordered to return for subsequent days of service (depending on the
jurisdiction service period), or dismissed. Prior to being generally dismissed from
service, all venire pool jurors are surveyed so that the JMO can gauge their
experience. Once the court has selected the appropriate number of jurors, the “jury”
is selected, sworn, and directed when to return to court for the start of the trial.
Individual juror use profiles are aggregated to show the kinds and durations of jurors
during a date range and are scheduled for payment as applicable by law.

Step 6)

Manage the jury – the court will guide and instruct jurors pursuant to policies and
procedures governing jurors assigned to a trial. Attendance is taken for all jurors
assigned to a court for the duration of the trial. At the conclusion of the attorneys’
presentation, the judge will charge the jury vis-à-vis the laws relevant to the instant
case. The jury will deliberate resulting in a conviction, acquittal, or hung jury. In
civil matters, the jury will make a final “judgment” (sometimes also called a
“decision” or “order”) and decide what legal consequences, if any, have resulted
from defendant’s action or inaction. Prior to being generally dismissed from their
service, the jurors will be surveyed to account for their overall experience.

Step 7)

Assess management performance – common performance measurements for jury
management include the benchmarks noted in the data tables of this report. These
measures generally show the resources expended in summoning and qualifying
jurors in accordance with trial needs. Usage and yield data are collected, evaluated,
and distributed to key system stakeholders by the JMO.
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APPENDIX A. JURY GLOSSARY
Call-in System – A method for bringing in jurors who are on call via telephone.
Combined Qualification and Summoning – A single mailing containing the qualification
questionnaire and the summons.
Coverage – Percentage of the adult population on a source list.
Deferment – Rescheduling of jury duty to a specific day beyond the next 90 days.
Disqualification – Statutorily necessary removal of a person from consideration as a juror.
Empanelment – The selection of a jury on a specified day.
Enrollment day – First day of a prospective juror’s term of service, which includes the
orientation procedures.
Exclusion – Removal of a person from consideration who meets the criteria for an excusal,
exemption, or disqualification.
Exemption – Removal of a person from consideration based upon his request and belonging
to a class statutorily exempt from serving.
Juror Days Per Trial (JDPT) – A measure of use equal to the total juror days paid during that same period.
Juror Usage Index (JUI) – A measure of usage equal to the total juror days divided by the
number of trial days over the same period.
Master Source List – Names randomly selected from source lists for possible jury service.
Multiple Voir Dire – Sequential voir dires during which two or more juries are selected for trials to be
conducted in sequence by one judge.
Not Reached – Jurors chosen for a panel sent to the courtroom but neither selected for the
jury nor challenged.
One Day/One Trial – A term of service in which persons serve for one day or one trial. If
selected to a jury on their first day of service, they serve until the trial is complete; otherwise, their service
is completed after that day of service as prospective jurors.
Panel – Group chosen from the pool for voir dire to select a jury. In a one-judge court, pool and panel are
synonymous.
People Brought In (PBI) – A measure of usage equal to the number of persons brought in to
select juries divided by the number of juries selected.
Peak – Maximum number of persons needed at any time during a given day for the hearing
of cases and participation in voir dire.

Plan – Documentation of a court’s procedures and methods of implementing applicable jury
system statutes.
Postponement – Rescheduling of jury duty to a specific day within the next 90 days.
Qualified List – Names of persons determined to be qualified for jury service.
Single-Day Empanelment – The selection of all jurors on a specific day of the week or month.
Standby Jurors – Persons on call for jury duty.
Staggered Trial Starts – Voir dire starting times spread uniformly over a day or week to avoid
simultaneous voir dires.
Term of Service – The period of time a juror is required to serve. Terms vary from one day to one year in
different jurisdictions.
Voir Dire – Examination of the panel to select a jury through the use of peremptory challenges and
challenges for cause.
Yield – Percentage of those called or queried who are not exempt, excused, or disqualified.
Zero Day – A day on which prospective jurors report but no voir dire begins.

APPENDIX B. SAMPLE JUROR POOL FLOWCHART
General Population of Prospective Jurors (N)
Randomly drawn every N years from a merged list comprised of the
following N source list(s):
- Voter Registrations

Population Pool
(N)



Disqualified Jurors
(N)



Undeliverables
(N)



Excused Jurors
(N)



Non-Respondents
(N)



Reassigned
(N)

Trial Pool
(N – Yield)

Challenges for Cause
(Criminal N) or (Civil N)

Standard Panel
(Criminal N)
(Civil N)

Peremptory Challenges
(Criminal N) or (Civil N)

Persons not Reached
(Criminal N) or (Civil N)

Trial Jury
(Criminal N)
(Civil N)

Unqualified
Persons

Juror is either
returned to the
merged list or
removed from the
database.

APPENDIX C. BUSINESS CAPABILITIES MODEL FOR JURY MANAGEMENT SYSTEM
1.1.1 Obtain Source List(s)

1 Create List of Prospective Jurors

1.1 Create and Maintain Master List

1.1.2 Merge Source Lists
1.1.3 "Cleanse" Master List

2A.1.1 Randomly Select for Pre-Qualification
2A.1.2 Generate and Mail Pre-Qualification Questionnaire
2A.1 Pre-Qualify
Prospective Jurors

2A.1.3 Process Responses to Questionnaires
2A.1.4 Calculate Qualification Yield
2A.1.5 Notify/ Sanction Prospective Jurors
Who Fail to Respond to Questionnaire

2A.2 Select Random Subset from
Qualified List for Summons (for
Specific Service Period)

2A Two-Step Qualify &
Summon Prospective Jurors

2A.2.1 Randomly Select for
Summoning from Qualified List
2A.2.2 Case-Specific Pools
2A.2.3 Generate and Mail Summons
2A.2.3 Calculate Summoning Yield

2A.3.1 Record Undeliverable Summonses
2A.3.2 Update Prospective Juror
Information after Juror Receives Summons
2A.3.3 Process Disqualifications
2A.3.4 Process Exemptions and Excuses

2A.3 Process Summons
Responses

2A.3.5 Process Deferrals Requested
after Summons/ Questionnaire
2A.3.6 Notify/ Sanction Prospective Jurors
Who Fail to Respond to Summons
2A.3.7 Calculate Jury Yield (Qualification
Yield X Summoning Yield)
2B.1.1 Randomly Select for
Summoning from Master List

2B.1 Select Random Subset from Master List
for Summons/ Questionnaire
(for specific service period)

2B.1.2 Case-Specific Pools
2B.1.3 Generate and Mail
Summons/ Questionnaire
2B.1.4 Calculate Summoning Yield

2B.2.1 Record Undeliverable Summonses
2B.2.2 Update Prospective Juror Information
after Juror Receives Summons

2B One-Step Summon/
Qualify Prospective Jurors

2B.2.3 Process Disqualifications
2B.2.4 Process Exemptions and Excuses

2B.2 Process Summons/
Questionnaire Responses

2B.2.5 Process Deferrals Requested after
Summons/ Questionnaire
2B.2.6 Process Transfer Requests (Multiple
Court Locations)
2B.2.7 Notify/ Sanction Prospective Jurors
Who Fail to Respond to Summons
3.1.1 Collect Info re. Expected Trial Needs
3.1.2 Assess Needs for Next Report Date

3.1 Select Random Subset to Report
for Specific Date/Time

3.1.3 Identify / Select Jurors to Report
(from Those Already Summoned)
3.1.4 Update Call-in System(s)

3.2.1 Check-In
3.2.2 Orientation
3.2 Check In/Orient Jurors

Jury
Management
Business
Capabilities

3.2.3 Notify/ Sanction Prospective Jurors
Who Fail to Appear (FTA) for Service or
Check In and Abscond
3.3.1 Hardship - Check Out If Reported and Checked in

3 Manage Jury Pool

3.3 Process Hardships

3.3.2 Hardship - Indicate Ineligibility for Payment
3.3.3 Hardship - Defer to Future Date
3.4.1 Notification to Jury Administration of Request for Jurors
3.4.2 Create/ Monitor Case

3.4 Respond to Judge
Request for Jurors

3.4.3 Shared pool -- Randomly Select
Prospective Jurors for Empanelment
3.4.4 Recording of Events of Individuals and Panels in Event Log
3.4.5 Prepare Materials to Go with Panel
3.5.1 Profile How Jurors are Used During the Day
3.5.2 Determine Compensation
According to Court Policy

3.5 Record Days/ Hours of Service

3.5.3 Calculate Juror Utilization in the Venire Pool
4.1 Record Utilization

4.1.1 Record Utilization of Panel
4.1.2 Fail to Complete Jury Service
4.2.1 Determine What to Do with
Remaining Jurors after Voir Dire

4.2 Process Prospective
Jurors from Panel

4.2.2 Return Unselected Jurors to Pool
4.2.3 Release from Further Service

4 Manage Case Jurors

4.3.1 Further Service of Sworn Jurors
Depends on Court Policy
4.3.2 Determine What to Do with Remaining
Jurors after Voir Dire

4.3 Process Sworn Jurors
after Trial

4.3.3 Return Unselected Jurors to Pool
4.3.4 Release from Further Service
5.1.1 Generate Certificate for Completed Service
5.1 Generate Certificate for Completed Service

5.1.2 Email to Employer/School/Self
5.1.3 Request for Certificate

5.2 Pay/ Reimburse Jurors

Thank You Notes

5.2.1 Pay Directly to Juror Pursuant to Court Rules
5.2.2 Process Waivers, Redirected Payments and Donations
5.3.1.1 Sequestration Fees
5.3.1.2 Venue Change Expense

5.3.1 Reimburse
Expenses

5 Close Out Juror Service

5.3.1.3 Payment for Mental Health Services
5.3.1.4 Food Reimbursement Request
5.3.1.5 Reimburse for Child Care

5.3 Bookkeeping

5.3.1.6 Reimburse for Out-of-Pocket
Expenses
5.3.3 Issue 1099s If Exceed IRS Threshold
5.3.4 Audits
5.3.5 Reconcile Juror Payments
5.4.1 Exit Surveys after Service

5.4 Post-Service

5.4.2 Debriefing
5.4.3 Mental Health Services Offered

6.1.1 Yield (Qualification and Summoning)
6.1.2 Accuracy of Estimates
6.1.3 Costs
6.1 Measure

6 Assess Performance

6.1.4 Utilization
6.1.5 Time in Voir Dire
6.1.6 Time at Trial
6.1.7 Juror Satisfaction Exit Survey

6.2 Reporting What is
Measured

6.2.1 Public Information
6.2.2 Private Information - Self, Admin Judge
6.2.3 Challenges to Fairness of the Process

APPENDIX D. SAMPLE JURY SESSION ORDER AND EMPANELMENT FLOWCHART
A Session Order is
prepared after
determining the court’s
need for jurors.

Following orientation,
daily attendance list is then
printed and court staff are
contacted to confirm the
voir dire schedule.

General
Dismissal from
Service

Juror will either
be delayed or
assigned to a
courtroom.

The session order is
reviewed/amended and approved
by the Chief Judge.
Jury Pools are then created.

Jurors who are
confirmed report to the
Jury Department on the
specified summons
date. Upon arrival,
jurors are scanned in
and undergo a two-part
orientation (film and
staff).

If a court confirms a
scheduled voir dire, a
random panel of jurors is
created and assigned to a
courtroom. Juror will
either be challenged and
excused or impaneled.
Second-Day Jurors

Jury Summons/ Questionnaires are printed/mailed to
prospective jurors approximately N weeks prior to
their service date.

Jury Questionnaires/Summons are returned in the
mail and are subsequently counted, sorted, and
distributed to staff for input. Jurors are denoted as
confirmed, postponed, deferred, excused, disqualified,
reassigned, undeliverable, or non-respondent. Q/S are
thereafter filed and archived.

Selected jurors’ (N for criminal
and N for civil) attendance is
maintained by court staff and
forwarded to Jury at the trial’s
end.

Jurors’ challenged and excused
from the trial return to the Jury
Department where they could
be delayed, randomly assigned
to another courtroom, ordered
to return for a second day, or
dismissed.

 Jury sends an email to
courts each day at N
P.M. requesting a panel
confirmation for the next
court day.
 At approximately P.M.,
Jury determines the
number of jurors to
summon for the
following court day.
 A confirmation of
attendance and
FTA/FTR list is
generated each court
day. OTSC hearings
may be scheduled.

APPENDIX E. SAMPLE NEW JERSEY JUROR QUALIFICATIONS AND EXCUSES
Consider, for instance, the six qualifications that are specified within the New Jersey statute that
each juror must possess. The law states that every person summoned as a juror:
1.

Shall be 18 years of age or older. A juror must be at least 18 to be qualified.
There is no “maximum” age: however, there is a grounds for excuse for
persons age 75 or older. There are no grounds for excuse for high school
students and it is possible for jurors to be summoned while still in high school.

2.

Shall be able to read and understand the English language. The English
language requirement is based on an ability to understand the testimony and
evidence presented. Persons with disabilities such as blindness or deafness
may be qualified. Those who are sight-impaired and hearing-impaired have
served as jurors in New Jersey. The judiciary provides reasonable
accommodations consistent with the Americans with Disabilities Act and the
juror qualification questionnaire notes that fact. It is important, in terms of
any accommodations, that jurors provide sufficient notice to the Jury
Management Office and that the Office involve the Vicinage ADA
Coordinator (and perhaps the Vicinage Coordinator of Interpreting Services
where appropriate).

3.

Shall be a citizen of the United States. Jury service is a right of citizenship.
It must be recalled that an important function of juries is that their verdicts
set precedents that help to guide the conduct of persons within the state (and
country). Case law has upheld the limitation of the right to serve as a juror
to citizens only. People legally residing in the country, whether by temporary
visa, alien registration, or other means are not qualified to serve as a juror.

4.

Shall be a resident of the county in which the person is summoned. As with
the citizenship requirement, it is a longstanding legal tradition that in order
to serve as a juror, a person must be a resident of the county in which that
person is summoned—even if his or her intent is to leave “when the purpose
for which one has taken up his abode ceases.” Thus, if someone is living in
the county while on a temporary work assignment but is planning to leave
when the assignment is over, that person is still a resident and is qualified. A
juror is a randomly drawn representative of the community in which the juror
resides and New Jersey statutes set that community as the county. Note that
there is no time limit specified in the residency requirement (i.e., if the juror
has lived in the county only two weeks, that person is still qualified).
Remember that, even with the list merger being done annually, it generally
takes more than several weeks for a new resident’s name to become part of
the merged list and for that name to be selected. The key time requirement
is that the juror be a legal resident of the county at the time that the juror is to
report for jury service (and throughout that person’s jury service).

5.

Shall not have ever been convicted of, or pleaded guilty or no contest to, an
indictable offense. An indictable offense is a crime punishable by at least
one year in jail. In New Jersey, municipal court offenses (disorderly persons
and petty disorderly persons offenses) do not constitute indictable offenses.
A juror is disqualified if he ever was convicted of, or pleaded guilty or no
contest to an indictable offense, with the exception of persons whose criminal
conviction has been expunged in full accord with applicable statutes.

6.

Shall not have any mental or physical disability, which will prevent the
person from properly serving as a juror. In accordance with the Americans
with Disabilities Act, the focus here is on the individual’s ability to properly
perform the functions of a juror with reasonable accommodations provided
by the judiciary. If a juror indicates that he or she has a physical disability,
an explanation is required. If the disability is temporary that is anticipated to
be resolved within one year (e.g., a broken arm or leg), it is appropriate to
reschedule that person. If it appears that the juror may not have a true physical
disability, it is permissible to ask for a physician’s note. Once a physician’s
note is provided stating that it is detrimental to the juror’s health to serve jury
duty, the juror can be disqualified.

The New Jersey statute also allows for the juror to be excused, upon the juror’s request, for the
following:
1.

The prospective juror is 75 years of age or older. Anyone age 75 or older
may be excused upon that person’s request. Note that if the juror does not
request to be excused, the juror can serve at any age so long as otherwise
qualified.

2.

The prospective juror has served as a juror within the last three (3) years in
the county to which the juror is being summoned. If a juror responds on the
qualification questionnaire that he or she has served as a juror in your county
within the past three (3) years, and you confirm that fact (through payroll, or
other, records) that person may be excused. Please be aware that this is a
grounds for excuse, not disqualification, and jurors who have served within
the past three (3) years can serve again if they so desire. Note that this basis
for excusal applies only if the person has served as a juror in your county.
Thus, if he served on federal jury duty or as a juror in another state, that
person he is not entitled to an excusal.

3.

Jury service will impose a severe hardship due to circumstances, which are
not likely to change within the following year. Severe hardship includes the
following circumstances:
The prospective juror has a medical inability to serve which is verified by a
licensed physician. Although this basis for excusal requires verification from
a physician, a person with a physical disability which would impair his
service is not qualified to serve, essentially mooting this provision.
The prospective juror will suffer a severe financial hardship, which will
compromise the juror’s ability to support him, herself, or dependents. In
determining whether to excuse the prospective juror, the Assignment Judge
shall consider: the sources of the prospective juror’s household income; and
the availability and extent of income reimbursement; and the expected length
of service.
The statute requires that the Assignment Judge or Jury Manager (as designee)
weigh the variables involved in each individual situation in order to
determine if the standard of “severe financial hardship” is met. In that regard,
please note that the statute specifically includes “household” income rather
than an individual’s income, and that consideration can be given to the
reimbursement available to the juror, and the term of service in the county
(since that clearly may affect the financial impact on a juror).

a.

b.

4.

The prospective juror has a personal obligation to care for another, including
a sick, aged or infirm dependent or a minor child, who requires the
prospective juror’s personal care and attention, and no alternative care is

available without severe financial hardship on the prospective juror or the
person requiring care. This provision applies to prospective jurors with a
personal obligation to care for another, i.e., a child, spouse, parent or other
dependent who requires personal care from the juror. This does not apply to
grandparents who babysit for their grandchild because that child is not the
grandparent’s “personal obligation”, unless the grandparent has legal
custody. Note, too, that the statute also requires that “no alternative care” be
“available without severe financial hardship” to one of the parties.
5.

The prospective juror provides highly specialized technical health care
services for which replacement cannot reasonably be obtained. This
provision was intended to allow flexibility within the healthcare industry so
that critical needs in this area could be addressed without additional
legislation. For instance, the particular expertise discussed at the time that
the legislation was approved involved nuclear X-ray technology—for which
there were but a handful of certified technicians available statewide. Such
persons can be excused, but it was intended that situations would change as
the medical employment market adjusted ant that it is the responsibility of
the juror requesting the excuse to show that their expertise fits within the
statutory language. Remember that rescheduling is available if a short-term
medical staff shortage is involved. Legislators were concerned with adequate
medical care for citizens and that is something that Jury Managers should
consider. This excusal was clearly not intended to be a blanket excusal for all
physicians.

6.

The prospective juror is a health care worker directly involved in the care of
a mentally or physically handicapped person, and the prospective juror’s
continued presence is essential to the regular and personal treatment of that
person. This excusal would apply to such people as nurses who pattern a child
with cerebral palsy, or those who work with autistic children to whom it is
important to have continuity in their treatment, with the same health care
provider. Note that the language is strong, requiring direct involvement with
the patient, personal treatment, and the person’s presence being essential.

7.

The prospective juror is a member of the full-time instructional staff of a
grammar school or high school, the scheduled jury service is during the
school term, and a replacement cannot reasonably be obtained. Note first that
there are a number of requirement in this statute: 1) the juror must be
employed full-time: 2) that full-time employment must be as a member of
the instructional staff, not the administration; 3) that the school involved be
a grammar school or a high school; 4) that the service for which the juror is
summoned be during the school term; and 5) that a replacement cannot
reasonably be obtained. The legislative intent for this excuse relates to a
concern that students’ education not be affected. Note that pre-schools and
nursery schools do not fit the statutory definition, nor do colleges or other
post-high school instructional programs. Although the general rule is that
public school teachers do not get excused unless they work with handicapped
students, teachers should be treated in the same way as non-teachers with
regard to rescheduling since that is not part of this section.

8.

The prospective juror is a member of a volunteer fire department or fire
patrol, first aid or rescue squad. Note that this section applies only to
volunteer firefighters and first aid or rescue personnel. It also requires that
the person be a member. The juror requesting the excuse has the
responsibility to provide verification that they are a member (name of fire

company or first aid station, the post’s telephone number, or an identification
number for that organization).

In light of the qualifications and excuses, there are number of situations that often prompt
questions as to whether or not someone should be excused. The following are guidelines in relation to a
number of those situations:


Clergy people: There are no grounds for excuse and clergy are to be treated in the same manner as
laypeople. There should not be concern that, if selected, other jurors will vote in accordance with the
clergy member because that is not the experience regarding service by these persons.



Police Officers: They are qualified for service as trial jurors. They should not wear uniforms when
reporting (they are off-duty) and they should leave their guns with the security office upon entering
the building (again, since they are not in the building in an official capacity as a police officer).
Please recall that police officers are employees of government and, as such, are required to be
excused from their employment in order to serve as a juror. Periodic communication with police
chiefs, perhaps through the Prosecutor, can assist in easing any concerns relating to police officers’
jury service.



Transportation Issues: A claim by a juror that they do not drive and that there is no transportation
from their home to the courthouse, should serve as the basis for excusal only if traveling to the
courthouse would present a severe hardship, either financial or otherwise (e.g., security). Many jurors
making such requests are elderly and all related circumstances should be considered.



Hardship to Employers: Hardship to an employer is not a basis for excusal of an employee-juror. If a
person is self-employed, a business hardship should be considered only if it would result in severe
financial hardship to the juror, as discussed earlier.



Students: Students who request to be excused should be rescheduled to a period during their semester
breaks, where appropriate. If a college student is living away from home, but still a legal resident of
the county, that person can be rescheduled as well.



Current Defendants: Those who are charged with a crime but have not yet been convicted are
qualified, although difficult situations (serious or high-profile defendants) should be reviewed with
the Assignment Judge where it is likely that the juror will be unable to serve as a juror without the
likelihood of prejudice.

APPENDIX F. SAMPLE JURY SUMMONSES

Jury Summons: Dallas County, Texas
(front)

(continued)

Jury Summons: Dallas County, Texas
(back)

continued

Jury Summons: Steamboat Springs, Colorado
(front and back)

continued

Jury Summons: Steamboat Springs, Colorado

continued

(inside pages 1-2)

continued

Jury Summons: Steamboat Springs, Colorado
(inside pages 3-4)

continued

Jury Summons: Ventura, California
(front)

continued

Jury Summons: Ventura, California
(back)

continued

APPENDIX G. SAMPLE SCRIPT FOR JUROR CALL-IN SYSTEM
Hello. You have reached the jury management call-in system. This message does not apply to
jurors that previously received a notification granting a postponement of service or a letter if you failed to
appear on a prior date. However, this message does apply to jurors who were deferred to a new date. For
further clarification on a deferment, please call [Phone Number] between [Jury Management Office Hours].
To determine your reporting status, please have the juror badge portion of your summons available
when listening to this information.
This message pertains to petit jurors in group number________with juror
numbers_________through and including_____________, who are summoned to report for jury service
on______________________ [Day of Week], ___________________[Month/Date].
Your term of service has been canceled. You will be notified of a new date in the future. Again, this callin message pertains only to petit jurors summoned to report for jury service on ______________ [Day of
Week], ___________________[Month/Date].
That are in group number______________, and have juror numbers_________________through and
including____________________.
All other jurors must report as summoned.
Also, please be advised that for public safety, all persons will be screened by security personnel
upon entering the court complex.
Thank you.

APPENDIX H. FLOWCHART FOR SELECTING THE JURY IN A
HIGH JUROR VOLUME TRIAL
Trial Judge requests that a special pool be
summoned for a high juror volume trial

Appropriate managers and staff meet with judge to review trial
specifics. Pool size is generally based on the following:
 Trial length
 Nature of charge(s), including degree, type, seasonal
factors, number of defendants, etc.
 Juror yield
 Juror challenges, including anticipated rate of cause
challenges and number of peremptory challenges
 Notoriety of case

No

Approved

Does the Session Order
need to be amended to
reflect the additional pool?

Order revised and
forwarded to the
Chief Judge for review
and approval.

Attorney notification
letter forwarded

The list of pool members is
forwarded to parties requesting it no
less than N days prior to the date
fixed for trial.

Deadline set for draft of
the voir dire questionnaire

Yes

Not Approved

Juror pool is created, summoned, and screened in accordance to
statutory provisions.
 Jurors should be provided at least 30 days notice
 Q/S is amended to reflect expected length of trial
 If possible, jurors are summoned to a day when no other trials
are scheduled to begin
 Postcards are mailed to non-responding pool members N
weeks and N weeks prior to the service date
 Trial Judge is provided the juror yield on a weekly basis
following the initial mailing of the non-respondent postcards

On the day of selection, prospective jurors are checked-in by JMO
staff and directed to the assembly area for orientation. All jurors are
provided the usual orientation by JMO staff followed by a separate
orientation administered by the Trial Judge, wherein they advise
prospective jurors on the trial’s expected length, factors the court
will consider in determining hardship requests, and the process by
which the jury for this particular case will be selected.

Venire is checked-in and orientated (N = 300). Jurors are randomly assigned to voir dire
panels that contain an equal number of jurors (to the extent possible) but not more than 100
jurors per panel (depending on court facilities and resources).

Voir Dire Panel A
(N = 1-100)
Directed to Room 1
to complete a voir
dire questionnaire

Voir Dire Panel B
(N = 101-200)
Directed to Room 2
to complete a voir
dire questionnaire

Voir Dire Panel C
(N = 201-300)
Directed to Room 3
to complete a voir
dire questionnaire

Clerk(s) collects each juror’s contact information and assigns an appointment date and time in accordance to
their panel assignment (e.g. Panel A jurors are scheduled for Date/Time 1, Panel B jurors for Date/Time 2,
etc.). Each voir dire questionnaire is subsequently reviewed on the record by the court and attorneys.

Based on their responses on
the voir dire questionnaire,
does the juror have a
potential bias, conflict, or
extreme personal hardship
that makes them unable to
serve on this case?

No

Juror reports on
appointment
date and time

Yes

Juror is contacted and
generally dismissed

Jurors who fail to appear are
ordered to appear at an Order to
Show Cause hearing before the
trial judge

Voir Dire Panel A
Appointment Date/Time 1
Jurors are called in the order that they appear on the random listing wherein challenges for
cause and peremptory challenges are exercised until the number of prospective jurors or
challenges are exhausted

No

Was the jury
selected?

Yes

Commence selection from the next random panel during their respective
Appointment Date/Time

Challenged
jurors are
generally
dismissed

Jury is Sworn
and Instructed

APPENDIX I. SAMPLE ORIENTATION SCRIPT
Welcome to the [Insert Courthouse Name]. We will spend the next few minutes outlining your
role as a juror in the trial process, including what you can expect if called upon to report to a courtroom.
We’ll also answer some questions about jury service.
The court understands the busy nature of your life and the responsibilities that were interrupted to
make the commitment to serve as a juror. The courts rely on citizens like you to help carry out the
administration of justice. Jurors are essential to the mission, for without you some of the most
fundamental purposes of the courts could not be accomplished.
[Briefly review parking, term of service, facility services, etc.].
Your first question may be why am I here? The court calls upon citizens of the community to
serve. The jury staff has provided you with some literature describing the process.
Your next question may be how did I get here? [Stipulate and elaborate on the source list(s) from
which prospective juror names are drawn], you are eligible to be called for jury service. This ensures that
all citizens have an equal opportunity of being summoned. You can only be summoned to serve once
during a N year period in the [Stipulate District name] in which you reside. [Advise on the basic
procedure in which jurors are randomly drawn and assigned to trials]
Upon arrival to the court, the judge will introduce him or herself and the trial participants. The
judge will generally go over the nature of the case and the expected length of the trial. The jury office
provides the court with a list of the jurors including [stipulate background data, if any] in random order.
The judge questions each prospective juror beginning with the first person on the random listing. This
procedure is repeated with each person until the required number of jurors is seated. This initial
questioning helps ensure that a fair and impartial jury is selected to hear the facts of the case and render a
decision by applying the law to those facts. If you feel uncomfortable answering a question aloud, you
may request to give your response at sidebar. You should know, however, that the lawyers and a court
reporter, if one is in attendance, would also be there at sidebar.
Typically, the judge will seat the first N persons for a criminal case and N persons for civil trials.
The standard number of jurors on a criminal trial is N and for a civil trial, N. However, an additional N
jurors are selected to serve as alternates in the rare event that a juror must be excused after the trial starts
due to illness or some other circumstance.
There are N types of challenges that can be exercised to excuse you from serving on that trial.
[Briefly review excuse process].
It is vitally important that you do not discuss any information pertaining to the case with other
jurors regardless if you are excused or selected as a juror. Discussing the case could compromise the
integrity of the selection process, a matter which is taken very seriously, and a judge could hold you in
contempt. [Briefly review process following exemption].
In some instances, the number of selected jurors exceeds the court’s demand, in which case you
may be dismissed after serving only one day. The jury staff will keep you informed when and if there is a
need for jurors. The jury or court staff will instruct you where to report for service.
It is imperative that you report on time on each day to avoid unnecessary delays in the trial
process. If you have an emergency and will arrive late or not be able to report at all for jury duty, you
must contact the jury office at the number indicated on your information sheet. The jury staff will attempt
to make the necessary adjustments and schedule you for another date in the near future.
If at any time during your service, you are approached or contacted by an individual or group
attempting to influence your obligations as a juror, you must immediately notify the [law enforcement]
officer, member of the judge’s staff, judge, or a jury staff person of this contact. Such matters must be
addressed promptly.
Jurors will be compensated N per a day. At the conclusion of your service, please take a few
moments to complete our exit survey [Briefly review compensation and importance of survey].
Again, thank you for taking the time to be a part of this important democratic process. We hope
that your juror experience is educational and fulfilling and look forward to your participation.

APPENDIX J. SAMPLE JUROR ORIENTATION HANDOUT
STATE JUDICIAL ADMINISTRATION OF UKRAINE
NEW JUSTICE | JUROR INFORMATION
WELCOME MESSAGE FROM THE JUDICIARY
Welcome and thank you for serving as a juror. Jurors are an important part of our justice system and jury trials are a key
protection within that system. It is an honor to participate as a juror, as well as a civic responsibility.
PHONE NUMBERS

Jury Management Office:

REQUIREMENTS FOR JURY DUTY
■ Residency
■ Citizenship
■ Etc.

■ Age

Questions concerning the above requirements should be directed to the Jury Manager.
DRESS CODE
Jurors must wear clothing appropriate for an appearance in court. Shorts, T-shirts, or clothing containing statements or
offensive symbols are not permitted. Work uniforms, including police uniforms, should not be worn.
COURTROOM REGULATIONS
 Cell phones, laptops and other wireless communication devices must be turned off when in a courtroom or
deliberation room.
 You are not permitted to eat, drink, or bring food into the courtroom.
IF YOU ARE SELECTED AS A JUROR
 The judge will instruct you regarding the trial schedule, reporting time, recesses, lunch arrangements, etc.
 Daily attendance will be recorded by ________________.
LUNCH AND REFRESHMENTS
You are encouraged to pack a lunch or snacks. The Jury Lounge has restrooms and a water dispenser. Those in the Jury
Lounge are usually dismissed for lunch from 12:00 – 1:15.
OTHER FACTORS RELATING TO YOUR JUROR SERVICE
 You must wear your juror badge at all times, including during lunch time.
 Restrooms are available
 You will not be needed to serve again for N years. Notify the Jury Office if summoned again before N years.
 Jurors receive $N for each day’s service (specifics related to service and time payment schedule, if any).
 Jurors released by the trial judge due to hardship must return to the Jury Lounge for further instructions.
 Your comments are important to us. Please ensure to complete our survey at the conclusion of your service.
SMOKING POLICY
EMPLOYMENT PROTECTION
JUROR PARKING
Parking is available….
TERM OF SERVICE
FAILURE TO APPEAR
Those jurors who fail to report as summoned are subject to…

JUROR’S CONDUCT DURING SERVICE
It is very important that you faithfully obey the following rules of conduct during your period of jury service.











Be on time – to the assembly area and to the courtroom
Give your undivided attention to the evidence presented in court and to the proceedings of the trial.
Do not discuss the case, evidence, or trial proceedings with anyone, nor permit anyone to talk to you about these
matters. If there is an attempt to engage you in such discussion, whether innocently or on purpose, report the incident
immediately to the judge.
You should not talk to any attorneys you may encounter while in the courthouse or its vicinity, for such attorney may
be participating on a trial in which you are involved as a juror.
Do not discuss the evidence or trial proceedings with your fellow jurors prior to deliberation in the jury room at the
conclusion of the trial.
Do not undertake a personal investigation of a case on which you are serving as a juror, either by visiting the scene of
the incident or by talking to the parties, their attorneys, or witnesses. If it is necessary for you to visit the scene, the
judge will make arrangements for all jury members to do so.
Let your verdict be impartial and free from passion, prejudice, sympathy, or any unjust influence.
Be faithful to the trust committed to you, remembering the full measure of your responsibility. As members of the
Jury, you are entitled, at any time (even during deliberations), to request instructions from the judge concerning your
duties.
Do not use social media (sites such as, but not limited to, Facebook, Twitter, Instagram, etc.) to discuss, comment, or
create a conversation regarding case related matters during your jury service.
Do not use internet tools (sites such as, but not limited to, Google, Google Earth, Yahoo! Maps, various news sites,
etc.) to personally investigate issues regarding a trial. Your decision as a juror must be based upon the details as they
are presented to you in the courtroom.

EMERGENCY EVACUATION PLAN

EMERGENCY CLOSINGS
For courthouse closings, listen to radio station or check our main website at www.
JUDICIARY WEBSITES
Information:
Courthouse closings:

APPENDIX K. SAMPLE FLOWCHART FOR CEP PROCESSING OF FTR JURORS
A pool of prospective jurors is randomly
selected and monitored for individuals
who fail to respond to the summons

A reminder postcard is mailed to all jurors who
are listed in FTR status 2 weeks from
the summons print date

Jurors responding to the summons are
denoted accordingly; that is, qualified,
disqualified, excused, etc.

Summonses that are
returned as undeliverable
are denoted accordingly

A 2nd reminder postcard is mailed to all jurors
who remain listed in FTR status 4 weeks from
the summons print date

Jurors remaining in FTR status are
noticed and scheduled for an
OTSC hearing

Each juror is fined/not fined
and, if qualified,
postponed to a
new date of service

Juror fails to
appear for the
OTSC hearing

A civil warrant is
issued for the
juror’s arrest

SAMPLE FLOWCHART FOR CEP PROCESSING OF FTA JURORS
Daily report generated
enumerating all jurors in
FTA status

Each FTA is noticed and postponed to a
new date of service

Juror reports on the
postponed date and
completes service term

Juror is not required to
appear due to a
total call-off of jurors

Juror fails to appear for the
2nd date of service

FTA is noticed and postponed to a
new date of service

Juror fails to appear for the
3rd date of service

Juror is noticed and ordered
to appear for an
OTSC hearing

Juror is fined/not fined and
postponed to a
new date of service

Juror fails to
appear for the
OTSC hearing

Hearing is
adjourned or
withdrawn

A civil warrant is
issued for the
juror’s arrest

APPENDIX L. SAMPLE COMPREHENSIVE ENFORCEMENT PROGRAM
POLICY AND PROCEDURE
PURPOSE
To ensure that jurors failing to appear or respond to the jury summons/questionnaire submit cause
before the court pursuant to applicable laws.
SCOPE
Jury Staff
POLICY
Jury staff shall be responsible for scheduling jurors for an Order to Show Cause, heretofore referred
to as OTSC, hearing following the procedures set forth in the Failure to Respond and Failure to
Appear policies.
PROCEDURES
Scheduling:
1.

2.
3.
4.

Pursuant to Jury Management policy, jurors failing to respond to the
summons/questionnaire or failing to appear on their service date shall be scheduled for an
OTSC hearing.
The Administrative Supervisor or their designee shall contact the judge assigned to hear
these matters to schedule a hearing date for the OTSC and prepare the calendar accordingly.
The Order to appear shall be prepared for the court to sign and mailed on the same day of
authorization to the juror by both regular and certified mail.
The jury staff shall be responsible for documenting the context of discussions and measures
taken to communicate with noncompliant jurors. The aforementioned personnel shall be
responsible for subsequently transcribing the chronology of these events onto the juror
record.

Preparing OTSC File:
A label indicating the juror’s name and participant number is printed and placed on a folder, which
shall hold the relevant documents for the OTSC hearing including:
-

-

-

Original summons/questionnaire
Juror’s history noted
Juror record. The comments include the context of discussions and measures taken to
communicate with the juror in fulfilling their service.
Original Order and the certified mail receipt
Order to Pay Fine form
A Civil Warrant. The form is provided to the judge for notarization should the juror fail to
appear for the hearing.
Fine Payment form. The form areas are completed by the assigned staff prior to the hearing
and at the time of the hearing. A copy of the form is subsequently provided to the juror for their
records.
A Juror Calendar of six months following the date of the hearing. Court recesses, holidays, and
non-juror days should be highlighted prior to the hearing. The calendar is used by the jury
management representative in recommending to the court a new date(s) service for the juror.
One (1) copy of the summons/questionnaire, juror history, activity sheet, Order, and certified
mail receipt is provided to the court in a separate folder.

SAMPLE POLICY AND PROCEDURE FOR JURORS FAILING TO RESPOND
PURPOSE
To account for those jurors failing to respond to the jury summons/questionnaire pursuant to
applicable laws.
SCOPE
Jury Staff
POLICY
Jury staff shall be responsible for maintaining a record of jurors who fail to respond to the
summons/questionnaire. Jurors failing to respond following two (2) reminder notices shall be
scheduled for an Order to Show Cause hearing.
PROCEDURES
1.
A Failure to Respond, heretofore referred to as an FTR, report shall be generated for one
(1) jury pool to be selected at random for each of the respective sessions of the court year.
2.

The selected pool of prospective jurors shall be summoned for jury service N (N) weeks
prior to their scheduled date of service.

3.

The Administrative Supervisor shall designate a staffperson to maintain a daily account of
prospective jurors who fail to respond to the summons/questionnaire during the N (N)
weeks preceding the scheduled date of service. The juror status reports shall be
documented and provided for review by the Administrative Supervisor.

4.

Jurors noted as an FTR following the second week of the summons/questionnaire print date
shall be served by regular mail a reminder notice to submit the summons/questionnaire.

5.

Jurors noted as an FTR following the fourth week of the summons/questionnaire print date
shall be served by regular mail a second reminder notice to submit the
summons/questionnaire unless the initial reminder notice was returned to Jury
Management as an undeliverable whereupon shall be removed from the FTR report.

6.

Jurors noted as an FTR on the scheduled service date shall be scheduled for an Order to
Show Cause hearing. Jury staff shall adhere to the Order to Show Cause policy and
procedure when scheduling a hearing.

SAMPLE POLICY AND PROCEDURE FOR JURORS FAILING TO APPEAR
PURPOSE
To account for those jurors failing to appear to the jury summons/questionnaire pursuant to
applicable laws.
SCOPE
Jury Staff
POLICY
Jury staff shall be responsible in establishing a new date of service for all jurors who fail to appear
for jury service not exceeding two (2) dates of service. Jurors failing to appear to appear for service
on three (3) or more dates shall be scheduled for an Order to Show Cause hearing.
PROCEDURES
1.
A Failure to Appear, heretofore referred to as an FTA, report shall be generated for each
summoning date noted in the Session Order.
2.

Jurors who fail to appear for one (1) service date shall be contacted by telephone to
reschedule jury service to a date within the same session, which is agreeable to both the
juror and court. Jurors who cannot be reached by telephone shall be informed by letterhead
correspondence (drafted as a warning notice) of their FTA status and instructed to contact
the Jury Management Office to reschedule jury service within the next five (5) business
days. If a new date of service cannot be established within ten (10) business days of the
warning notice mailing, the juror shall be postponed to a service date within the said session
that is amenable to the court calendar.

3.

Jurors who fail to appear for two (2) service dates shall be informed by letterhead
correspondence (drafted as a final notice) of their FTA status. These jurors shall be
postponed to a final date of service within the said session and advised that further
noncompliance shall result in their mandatory appearance before the court for an Order to
Show Cause hearing whereby subjecting them to penalties pursuant to applicable laws.

4.

Jurors who fail to appear for three (3) or more service dates shall be scheduled for an Order
to Show Cause hearing. Jury staff shall adhere to the Order to Show Cause policy and
procedure when scheduling a hearing.

APPENDIX M. SAMPLE JUROR EXIT QUESTIONNAIRE
Please take a few moments to complete this brief survey. Responses are voluntary and confidential. Thank
you for your participation in this survey.
Date ____/____/____

Poor

Fair

Good

Very
Good

Excellent

Does Not
Apply

Please rate your overall experience as a juror.

1

2

3

4

5

1. Cleanliness of the Facilities:
a. The Juror Assembly Room
b. The Courtroom(s)
c. The Deliberation Room(s)
d. Restroom Facilities

1
1
1
1

2
2
2
2

3
3
3
3

4
4
4
4

5
5
5
5

X
X
X
X

2. Physical Comfort of the Facilities:
a. The Juror Assembly Room
b. The Courtroom(s)
c. The Deliberation Room(s)

1
1
1

2
2
2

3
3
3

4
4
4

5
5
5

X
X
X

3. Evaluation of the Jury Program:
a. Juror questionnaire / summons
b. Call-in process
c. Check-in process (attendance)
d. Video presentation(s)
e. Orientation by court personnel
f. Signs to Juror Assembly Room
g. Available activities while waiting

1
1
1
1
1
1
1

2
2
2
2
2
2
2

3
3
3
3
3
3
3

4
4
4
4
4
4
4

5
5
5
5
5
5
5

X
X
X
X
X
X
X

4. Evaluate the personnel in terms of professionalism, competence, and courtesy.
a. Jury Management Office staff
1
2
3
4
b. Courtroom personnel
1
2
3
4
c. Law enforcement / security staff
1
2
3
4

5
5
5

X
X
X

5. Other Factors:
a. Juror parking facilities
b. Security at the courthouse
c. Availability of mass transit
d. Availability of refreshments
e. Directions to the courthouse

5
5
5
5
5

X
X
X
X
X

1
1
1
1
1

2
2
2
2
2

3
3
3
3
3

4
4
4
4
4

6. If selected, which courtroom were you in – Floor/Room number/Judge’s Name
7. Did you drive to the courthouse?

Yes

________________

No

8. Information on how your juror time was spent:
a. How many days did you report to the courthouse, including today?
b. Estimate the number of hours that you spent in the juror assembly area.
c. How many times were you selected to report to a courtroom for jury selection?
d. How many times were you selected to serve as a juror for a trial?

____
____
____
____

days
hours
times
times

9. Your occupational status at the time of your juror service (check only one box):
employed

self-employed

not employed / retired

homemaker

full-time student

10. If you were employed at the time of your juror service:
a. Did your employer pay your salary during your service?
b. Did you lose income as a result of jury service?
c. Were you required to change shifts or take similar action?

Yes
Yes
Yes

No
No
No

11. Have you served before as a juror?

Yes

No

12. How many years has it been since you last served as a juror?

____ years

