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District Attorney Case Management System


Appendix A-8 – Victim-Witness Requirements Part 1
Criminal Case Tracking
	Item
	Priority

(High,

Med,

Low)
	Title
	Description

	8-1
	
	
	Standards for all screens

See Appendix A-1 – General System Requirements for standard screen functionality

	8-2
	
	
	Case Victims and Witnesses Requirements

	8-2.1
	
	 High
	Ability to track and record  Victims and Witnesses information 
	Ability to store and retrieve an unlimited amount of victims and witnesses associated with the case. 

Ability to create, read (inquire), update and delete victim and witness name, description, address and phone information as needed.  See attachment 17 for a screen sample. 

Pre-Condition:

A DA Case number must exist.

	8-2.2
	
	 High
	Exclude Victims/Witnesses from San Luis Obispo County CJIS system (master name index)
	Each victim or witness is assigned a unique party number within the case.  The party number should begin with one (1).  

The victims and witnesses added by the DA will not be assigned an MNID nor will victims and witnesses names be shared with the CJIS system (the San Luis Obispo County Criminal Justice Information system).  The DA’s office chooses to keep these names separate from the names listed in the CJIS Master Name Index. 

Note:  The Sheriff’s Office submits all names to the master name index, so victims and witnesses entered by the Sheriff do have an MNID. 

	8-2.3
	
	 High
	Victim/Witness data elements
	Track the following data elements for each victim or witness in the case.  See attachment 17, data element list. 

	8-2.4
	
	 High
	Security for DA legal clerks
	Allow DA clerks to add, change and delete Victims and Witnesses in a case.

	8-2.5
	
	 High 
	Security for Victim/Witness staff
	Allow Victim/Witness staff to add, change and view Victims and Witnesses in a case.  Do not allow the Victim/Witness staff to delete victims and witnesses. 

	8-2.6
	
	 High
	Expert Witnesses
	Ability to track and add commonly used expert Witnesses.  Provide a list of experts to choose from.  The list should be organized by name.  Allow the list to be filtered by expert type or to search by Name.  

Choosing from the list eliminates the data entry effort needed to add the name, person description (DOB, Sex, Race, and Occupation), agency code, addresses and phone numbers each time an expert is involved in a case.

Allow Clerical admin user to add new experts and maintain name, person description, agency code, addresses and phone numbers (business phone and cell phone).

	8-2.7
	
	 High
	Import Witnesses and Victims from Crime report 
	Ability to enter an Agency code and Agency case number to import all names, person description (DOB, Sex, Race, and Occupation), all addresses (current home, business address) and phone numbers listed in the Law Enforcement crime report.  

Currently this feature is available for Sheriff Incident reports only, but this feature should allow for any Law Enforcement case that submits the crime report electronically.

All parties (except suspects and arrestees) listed in the crime report shall be included and imported as victims and witnesses.  The law enforcement officers shall be classified as officers and import in the officer screen/database.

Provide a count of all victims and witnesses imported.  Show a summary list of names, description, addresses and phone numbers, if possible.  Allow the user to select a name and review the data and modify all information or delete the witness, if desired.

	8-2.8
	
	 High
	Print a Subpoena Worksheet
	Ability to request a Subpoena Worksheet.  The worksheet provides a list of victims, witnesses and experts in the case.  The report format must allow the list to be used as a worksheet for the attorney to indicate which people to subpoena and for what date and type of subpoena.  See report sample: Subpoena Worksheet (LD-R137).

	8-2.9
	
	 High
	Delete security
	Do not allow a Victim or Witness to be deleted if subpoena information is on file for this person.

Do not allow a delete if a rejection letter has been sent.

	8-2.10
	
	 High


	Special Edits
	Special edits:

· Allow for a Business name listed as a witness. Also track the person contact name for the business.

· The Date of Birth cannot be a future date

· An address must consist of a street name, city and state. 

· If any portion of the address or any phone number changes, update the effective date and log the user.

· Phone numbers do not require an area code.

· If an area code is provided, then a 7 digit phone number must be entered.

· Allow for 3 lines of street address information so a Business name or in care of can be entered

· The Victim/Witness type is an optional field

· The Relation to Defendant codes, Interpreter codes and race codes should be the same codes/list use for defendants.

· Must provide the ability to track at least two (2) Assigned Coordinators for each victim or witness.

· Assigned Coordinators shall use a 2 or 3 initial code for the name.  (Use of the existing list and codes is preferred. See translation record type N09.) Ability to view and choose the correct code shall also be provided.



	8-2.11
	
	 High
	Special Edits - exceptions
	If the names are import from Law Enforcement (i.e. from the Sheriff), skip the special edits.

	8-2.12
	
	 High
	Address City abbreviations
	Allow for two character city abbreviations (i.e. SL = San Luis Obispo, AG= Arroyo Grande, LA=Los Angeles, etc.) The abbreviations will automatically expand to the complete city name for local address or common city names. 

Allow the user to click on a drop down for help to display all available city abbreviations and their expanded city name.  Allow the user to choose a city and populate the screen.

Allow clerical admin users to add additional city abbreviations and modify existing abbreviations and expanded city names.

	8-2.13
	
	 High
	Address Zip codes
	If the Zip Code is not entered, lookup the zip code and populate.  

For local addresses (within San Luis Obispo County), the extended zip code (Zip plus 4) shall be provided. Use the Street name and number, City and State to determine the Zip plus 4 (11 digit zip code).

For all other address the zip code lookup will use the City and State to determine the zip code.

	8-2.14
	
	 High
	Victim/Witness Active and Inactive Dates
	If the person is a victim (party type=VI) and a Victim/Witness coordinator is assign, enforce a Coordinator active begin date and end (inactive) date. 

If there are no Coordinator Assign dates entered, default the begin date to today and the end date to 1 year from today. 

If the dates are supplied, ensure the end date is greater than the begin date. 

	8-2.15
	
	 High
	Automatically log time for State Reimbursement Cases


	If the Case is a State reimbursement case, automatically log the default clerical time when adding or changing Victim and Witness records. 

If the user is a legal clerk:

· Default Add:  45 minutes of clerical time (code DAC) for the day for each case.  (If there are several witnesses added in 1 day, only 15 minutes is logged.  Or if the case is added in the same day, then witnesses are added the maximum time logged is 45 minutes.)

· Default Change: 15 minutes of clerical time (code DAC)

If the user is a Victim/Witness staff:

· Default  Add:  15 minutes of clerical time (code DAV) 

· Default Change: 15 minutes of clerical time (code DAV)

For all other users, default as a legal clerk.

	8-2.16
	
	 High
	E-mail address 
	Track an email address for victims, witnesses and expert witnesses.

	8-2.17
	
	 High
	FAX numbers
	Track FAX numbers for businesses (for witnesses and expert witnesses).

	8-2.18
	
	 High
	Victim/Witness Inquiry list
	1. Provide a list of all victims and witnesses in the case.  List the Victims and Witnesses in witness number order followed by Event date order.   

Display the following information:

· Last Name Title, First Middle Name (beginning with victim/witness 001)

· Witness Type (i.e. Victim and not ‘VI’)

Court Event Information (in date order): 

· Court Event Date

· Court Event Time

· Court Event (Trial by Jury, etc.)

· Courtroom (short translation, i.e. Dept 10 not D10)

2. Display all past and future events as the default.  Allow the user to modify the filter to view only the current and future Court events. (F=Future H=History)

3. Ability to page forward and backward through the complete list of victims and witnesses. 

4. Ability to click on a button or icon to view or update the following details:

Subpoena details (Subpoena confirmation and notes) for each Court event.  For users authorized, allow updates to the Subpoena Confirmation screen (see “Subpoena Confirmation and Tracking Requirements” in this document for details) and all others shall have inquiry access.

Victim or Witness details:  Ability to add, update or delete victim and witness information for users authorized.  Inquiry access provide to all other DA users.  (See Appendix A-2 – CMS Core Requirements for Victim/Witness details.)

Ability Log the date, DA case number, victim number and clerk who generated the Victim Reject letter.  Provide ability to view the Activity log summary. 

The summary provides a list of the reports created, and tracks the following: 

· Create date, 

· Report name, 

· Attorney, 

· Prepared by clerk initials, 

· Appearance date (if available) and Court (if applicable) 

5. Allow the user to change the DA case number to view another case.

	8-2.19
	
	Med
	Type of Contact
	Allow the user (DDA, V/W coordinator and Investigators) to note type of client contact, such as: by telephone, face-to-face, residence, place of employment, school, shelter, jail, etc.  For use by Deputy DA's, Investigators and Victim Witness Coordinators (possibly Eco-Crime users). 

See Appendix A-2 – CMS Core Requirements. Similar to defendant requirement except this is for Victims and Witnesses.

	8-2.20
	
	 High
	Track Alias names and identifiers for Victims and Witnesses
	Allow for the tracking and storing of an unlimited number of alias names and alias identifiers for victims and witnesses.

Alias identifiers are defined as date of birth, driver’s license number, SSN, Alien ID, CDC ID, CII or FBI number differing from the primary name and primary identifiers.  

	8-2.21
	
	Low
	Victim Restitution Status
	Ability to track a victim status, status date and free-form notes for each status.  The victim statuses are: 

· 'Restitution is pending', 

· 'No restitution is due at this time’, 

· 'Restitution has been determined',

· ‘Victim has filed a claim with the Victim Comp Board’

The above information (status and notes) will assist attorneys and alert them that restitution is needed for a case. 

See related requirement in Appendix A-2 – CMS Core Requirements.

	8-2.22
	High
	High
	Parent information for minor victims/witnesses
	Provide the ability to track and store the parent name and contact information (addresses and phone numbers) for minors who are a victim or witness in a case. The parent information must also be reflected on the subpoena and subpoena confirmation reports.  Minors that are listed as a victim or witness should be clearly indicated and parent information readily accessible when viewing a case.

	8-2.23
	
	High
	Victim Rejection Notice (letter)
	Victim Rejection Notice (letter): Ability to generate a case rejection letter to the victim(s). 
See attachment 18 for a report sample (LD-R136).



	8-2.24
	
	High
	Various letters to victims
	Ability to create standard letters and produce various letters and notices to victims.  The system would automatically populate data from the DA case and log and track the date the letter was created and by whom.  This information shall be available to all DA staff (attorneys, Investigators, legal clerks and Victim/Witness staff) to view.

Example letters would include:

· Case screening letter to victim

· Case  charged letter to victim and offer of VW services (Marsy's Rights brochures are generally enclosed with this letter)

· Case charged (property crime) letter to victim and offer of VW services

· Case disposition letter, which may be sent to victims (or witnesses upon the request of the DDA), especially when we have difficulty reaching a victim




	8-3
	
	
	Victim and Witness Name Search

Requirements

	8-3.1
	
	High
	Search methods
	The Victim and Witness name search must provide 2 search methods (actual and phonetic) to search and find names.  These method are defined as follows:

Actual Name search:  

(Must provide the ability to search by actual name and a partial name.  For example: If the last name of ‘Neil’ and the First name ‘R’ are provided.  The result must list all names matching or beginning with ‘Neil’ and a have a first name beginning with ‘R’.  

Phonetic Name search:  

(A phonetic algorithm is applied to last name to broaden the search and find names that sound alike yet are spelled differently.  For example: A search with the last name of ‘Nelson’ would return Neilsen, Neilson, Nelsen and Nelson. 



	8-3.2
	
	High
	Name search for Victims and Witnesses only
	The Victim/Witness name search shall include all victims and witnesses listed in all DA cases.  The victims and witnesses can be adults, juveniles or a business name.  

	8-3.3
	
	Med
	Name search combining the V/W and CJIS name tables
	Provide the capability to search both the Victim/Witness name database and the San Luis Obispo County Criminal Justice Information System (CJIS) Master Name Index database. Names matching the search shall be labeled to indicate which database they originated. This feature will allow DA staff to perform one name search and the system shall search both databases and return a list of matches.  (A web service can provide a list on matching CJIS names by actual name or by a phonetic name search.)

	8-3.4
	
	High
	Logging
	Log all search inquiries (parameters entered) and the names and DA case numbers displayed. 

	8-3.5
	
	High
	Victim/Witness Name search Display
	The following results are displayed for all matches:

· Full name (Last Name Title, First Middle or Business Name) 

· Date of Birth, 

· DA case number (most recent first)

· Witness number, 

· Court Filing Date

· Case type (short description)

For common business, such as Rite-Sid indicate the store location in the search results.

See attachment 33

	8-3.6
	
	High
	List all DA cases for a Victim or Witness
	If the victim or witness is listed in more than 1 DA case, list all cases. 

	8-3.7
	
	High
	Navigation from Name search to DA Case details
	Once the results of a search are displayed, allow the user to view the DA case details.  Selecting a name should allow the user to view the DA case or navigate to a specific screen or tab within the DA case.  (Allow the user to navigate to one of the following or view the entire DA case:

· View DA Case summary information, 

· View case Notes,

· View Officer master list and scheduled events,

· View Witness master list and scheduled events,

· List of Defendants, Charges and Dispositions,

· View Defendant detail and DUI results,

· View Defendant Action/Log summary

· View Defendant Charge history

· View all Defendant schedule Events (Court Dates),

· View Defendant Sentence/Juvenile Dispositions

· View Court Docket entries

· View Discovery log for the case 

If the user does not select one of the above categories, then default to display the entire DA case.

The navigation should be clearly defined on the screen and easy to use (clicking on a button or tab). 

	8-3.8
	
	High
	Sort order
	Display the Victim and Witness matches in alphabetical order by Last name, First name, Middle name and descending DA Case number.  (The most recent DA case number is displayed first.) 


	8-4
	
	
	Victim/Witness Case Management Features
Requirements

	8-4.1
	
	High
	Victim/Witness staff functions
	The Victim/Witness (V/W) unit provides and utilizes much of the same DA case information used by legal clerks and attorneys.  Allow the Victim/Witness staff  to add, update and delete information for the following (except where noted below):

Data Entry Functions:

· Tracking Subpoena Confirmations and Coordinator assignments

· Maintaining Victim and Witness Name and address (delete not granted to V/W staff)
· Maintaining Officer unavailable dates and forwarding addresses (Delete not granted to V/W staff)
· Maintaining a list of Officers involved and agency case numbers. (Delete not granted to V/W staff)
· Inquiry

· Defendant phonetic Name search

· Defendant actual Name search

· Victim and /or Witness phonetic Name search

Inquiry Functions:

· Victim and/or Witness actual Name search

· DA Case Inquiry

· Inquiry by  LS ID number (MNI

· Inquiry by Agency case number

Court case Inquiry

· Sheriff RMS (incident) inquiry

· Defendant Court calendar inquiry

· DDA Case List (calendar inquiry)

· Officer Court Dates

Print Functions (reports)

· Printing the Court Calendar

· Generate and Print a subpoena

· Print the daily Subpoena confirmation worksheets (LD-R018)

Print the Officer/Witness master list. The Officer/Witness master list can be limited to only officers or only witnesses for the case or can print both.  A date can also be specified to only list Court dates greater than or equal to the date provided.  A sample report can be provided, if needed.  (See report number LDL452-R132)

See attachment 48


	8-5
	
	Produce and Track Subpoenas

Requirements

	8-5.1
	
	
	See Appendix A-2 – CMS Core Requirements for this section. 

Producing subpoenas is primarily a function for the legal clerks in the main office.  The Victim/Witness staff does occasionally produce subpoenas.  So please review this section to insure the Victim/Witness staff requirements are documented.

	8-6
	
	Subpoena Confirmation and Tracking

Requirements

	8-6.1
	High
	Victim/Witness Confirmation security (roles)
	Must provide ability for Victim Witness (V/W) staff to track subpoena confirmations and assign
and track coordinators.  The V/W staff shall be the only group of users allowed to add, update 
or delete Subpoena Confirmation information.  All other DA staff (or any other user) will have 
inquiry only access.

Only non-subpoena events may be deleted.  See Appendix A-2 – CMS Core Requirements for more details for non-subpoenas.

	8-6.2
	High
	Track and Confirm subpoenas
	For each officer or witness subpoenaed, track the following information:

· Court Date and Time

· Type of subpoena (List the code and short description. See attachment 50)

· Defendant’s name who is schedule for this Court date

· Type of Court hearing (Court event, short description)

· Courtroom (short description)

· DDA requesting the Subpoena (full name)

· Subpoena prepared date and by whom (name of staff member generating the subpoena)

· Person who confirmed the subpoena (Display the Coordinator code and name.  Use the person’s initials as the code and store in a control file. Provide a help list as needed.)

· Confirmation or serve date

· Coordinator assigned (allow for at least 2 coordinators)

· Serving Agency (for personal service subpoenas)

· On call (Yes or No)

· Transportation needed (Yes or No)

· Notes (Provide at least 250 characters of notes.)

For Officer Subpoenas:

List all the unavailable dates and the reason (provide at least 3 separate unavailable date ranges and a reason for each). See attachment 49.

See the LD Database definition spreadsheet for a list of the minimum data elements to be tracked and lookup code requirements:  

Subpoena Information/Tracking  – LDC004T

Subpoena Notes – LDC005T

Officer Locate Data – LDC903T

Pre-condition: The DA case, Defendant and witness or officer must also be on file. 

	8-6.3
	High
	Allow non-subpoena records to be created
	Allow Victim/Witness staff to add and delete non-subpoena confirmation records.  A confirmation record (logging the Confirmed by, Prepared Date, Prepared By and Confirm Date) may be added when no subpoena has been generated.  

The non-subpoena record will have a blank subpoena date, time and subpoena type.  All inquiry screens will not display these ‘non-subpoena’ records.  When a subpoena is created, the records are merged and the non-subpoena record is automatically deleted.  

If a subpoena record is on file for the witness or officer, than a non-subpoena record may not be added.  Only V/W staff may delete non-subpoena type records.  

Only one (1) non-subpoena record may be on file for each witness or officer.

	8-6.4
	High
	Defaults
	If a ’Confirmed By’ user is entered and the Confirm date is blank, use today’s date.

	8-6.5
	High
	Confirmed By required 
	If a confirmation date is supplied, the Confirmed By field is required. 

	8-6.6
	High
	Automatically log time for State Reimbursement Cases

	If the Case is a State reimbursement case, automatically log the default clerical time or Victim/Witness staff time when a confirmation record is added or changed. 

Default Add:  15 minutes of V/W staff time  (code DAV)

Default Change: 30 minutes of V/W time: (code DAV)


Note: only the attachments referenced in this document are included.  For the full list of attachments, see DA CMS Requirements.

Attachment 17:

Victim and Witness name, description, address and phone data entry screen:
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Victim and Witness Inquiry screen:

DA Witness Type Codes (N08):
CH                     CHEMIST           

CO                     COMPLAINANT       

DC                      DISCOVERED CRIME  

EX                      EXPERT            

EY                      EYE WITNESS       

GP                      GUARDIAN PARENT   

HW                     HANDWRITING EXPERT

MD                     MEDICAL EXPERT    

OT                      OTHER             

PA                      PARENT            

PO                      POLICE            

RP                      REPORTING PARTY   

SP                      STEP PARENT       

VI                       VICTIM            

WI                      WITNESS           
The DA Case Database Definition is defined Appendix A-12 – LD-LS Database Definition:

(See tab: Vic-Witness - LDC003T):

Attachment 18:  Rejection Letter to Victim (LD-R136)
[image: image2.png]Fune 15,2005

Vicky Victim
1234 Cour: St
‘San Luis Obispo, CA 93401

RE: District Atiomey Case # 05-12345
Dear Ms. Victin:

‘The District Attomey's Office has conducted a review of the case submitted by (nvestigating
Law Exforcement Agency) for possible criminal charges and prosecution against (Suspect
Name). Afera caredul eview of the facts in this case,the Disict Aftorey’s Office has
eclned to prosecute this case. The case may not have met the legal standards for prosecution
o may require additional ivestigation by lay enforcement. Tf additional information from Law
enforcement i provided, the case may be reconsidered for criminal charges at a latr time. 1f
youhave additional informafion regarding this case that you have not provided to the
investigating law enforcement agency aready, you should do so as soon as possible

Please keep in maind that while crizinal charges cannot be pursed at i fime, you may wish
o explore your civil options,sich a3  civil uit or small claims st against he suspect. To
purse these options, you should consult with a civil atormey or the District Attomey’s
Economic Crime Division at (805) 781-5856 for additional information regarding small claimas
court.

Sincerely

(advocate Name)
Victim Witness Assistance Center
Office of the Distict Attorey





Attachment 49(a)

Subpoena Confirmation screen (Officer example):

[image: image3.png]L ITD24 - ISIVSPT - BlueZone Mainframe Displas

BROWSE
090009057 001 Dmmsmy, R
12/18/09 : BUS - MATL

NG, P — —

PRELIMINARY HEARING DEPT 7
MIK 12/10/09 040

05/16/10 - 05/18/10 VACATION

10111214




Attachment 50

List of Subpoena Types (Record Code N07):

Residence Subpoenas      



Business Subpoenas (Officers)
 R1
RES - MAIL                                      

B1
BUS - MAIL           


 R2
RES - PERSONAL SERVICE


B2
BUS - PERSONAL SERVICE                          

 R3
RES - DUCES TECUM/REC ONLY  

B3
BUS - DUCES TECUM/REC ONLY 

 R4
RES - DUCES TECUM/REC AND WIT
B4
BUS - DUCES TECUM/REC & WIT   

 R5
RES - OUT OF COUNTY (> 150 Miles)      
B5
BUS - OUT OF COUNTY (>150)  

 R6
RES – TELETYPE



B6
BUS - TELETYPE                                  

 R7
RES - OUT OF COUNTY (less 150 miles)
B7
BUS - OUT OF CNTY (under150)            

 R8
not used




B8
not used

 R9
RES-DT REC & WIT (>150 miles)

B9
BUS-DT REC & WIT (> 150 miles)

Report #    Name of Report

LD-R118   OFFICER MAILED SUBPOENA                            

LD-R119   CIVILIAN MAILED SUBPOENA                           

LD-R120   PERSONAL SERVICE SUBPOENA                          

LD-R121   OUT OF COUNTY SUBPOENA (OVER 150 MILES)            

LD-R122   DUCES TECUM RECORDS ONLY SUBPOENA                  

LD-R123   DUCES TECUM RECORDS & WITNESS SUBPOENA             

LD-R124   DUCES TECUM RECORDS ONLY (OUT OF COUNTY) SUBP      

LD-R125   DUCES TECUM RECORDS & WITNESS (OUT OF COUNTY) SUBP 

LD-R126   TELETYPE SUBPOENA                                  

LD-R127   FAX SUBPOENA       (no longer used)

LD-R129   OUT OF COUNTY SUBPOENA (UNDER 150 MILES)           

LD-R131   SUBPOENA WORKSHEET

* A sample of each subpoena can be provided as needed.

Attachment 51

Officer Locate Data maintenance screen:
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Attachment 49 (b)

Subpoena Confirmation Witness example:

[image: image5.png]L ITD24 - ISIVSPT - BlueZone Mainframe Displas
Eile Edit

BROWSE
090009057 wI 001 O Luswws —
12/18/09 10:008 RES - MAIL

Hi— O ——

PRELIMINARY HEARING DEPT 7
R ] 12/10/09 040
ALY A ee— 02/24/10

ALY e—





