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STAFF SURVEY 
 

In Support of 
THE NATIONAL LEGAL AID AND DEFENDER ASSOCIATION’S 

MANAGEMENT & EFFICIENCY EVALUATION 
OF THE PUBLIC DEFENDER OFFICE 

IN CLARK COUNTY, NEVADA 
 
 
 
Introduction 
 
The National Legal Aid & Defender Association (NLADA) is a national, non-profit 
membership association dedicated to quality legal representation for poor people.  
NLADA has been retained by Clark County, Nevada to conduct a management and 
efficiency evaluation of the Public Defender Office (PDO).  We are currently collecting 
background information and statistics on the current operations of the agency and will 
return during the summer with a team of national indigent defense leaders and 
professional researchers to conduct a series of interviews and observations to help us 
make our final recommendations.   
 
It is critical to any public defender organizational assessment that support staff, 
professional staff, trial attorneys, supervising attorneys and management be given the 
opportunity to express their views on the current operations of the agency.  Though many 
of you will be interviewed during the primary site visit, NLADA has developed the 
following staff survey to help us understand the current culture of the office.  The results 
of this survey will assist us to focus our future site visit on specific areas of need.  Please 
be assured that the survey is, and will remain, anonymous.  Thank you for taking a few 
moments out of your busy day to complete the survey. 
 
***** 

A. Please check your present job classification: 
 

 Investigator ?            Support Staff Supervisor ?    
 Paralegal ?            Supervising or Managing Attorney ?    
 Legal Secretary ?            Administration (HR, MIS, etc.) ?    
 Social Worker ?            Trial Attorney ?    
 Clerical/Record Clerk ?      
 Other ?            Please List “Other” job classification:     _______________________________ 

    
B. Please indicate the number of years of service you have with the public defender office:  __________ 
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For each of the questions below, please circle your response using the following key: 
 

1. = Strongly Disagree  4. = Somewhat Agree 
2. = Somewhat Disagree  5. = Strongly Agree 
3. = Neither Agree nor 

Disagree 
 0. = Not Enough Information Available 

to form an Opinion 
 
 
Questions 1-11: The Mission (underlying purpose) of the Clark County Public 
Defender Office (PDO) 
  
1. The mission of the Public Defenders’ Office (PDO) is clear to me. 1 2 3 4 5 0 
2. The PDO has an organizational philosophy by which it accomplishes 

its mission. 
1 2 3 4 5 0 

3. PDO staff members are “on their own,” in terms of organizational 
philosophy. 

1 2 3 4 5 0 

4. I support the philosophy with which the PDO mission is accomplished. 1 2 3 4 5 0 
5. The PDO is accomplishing its mission. 1 2 3 4 5 0 
6. The PDO management’s priorities are consistent with the PDO mission. 1 2 3 4 5 0 
7. The PDO has clear performance standards for carrying out its mission. 1 2 3 4 5 0 
8. The PDO is responsive to the recipients of its services. 1 2 3 4 5 0 
9. The PDO’s philosophy is consistent with its mission. 1 2 3 4 5 0 
10. The PDO has a well-defined plan for accomplishing its mission. 1 2 3 4 5 0 
11. Clark County supports the mission of the PDO.  1 2 3 4 5 0 
 
Questions 12-29: Supervision and Organizational Culture 
 
12. My co-workers are properly qualified for their positions.  1 2 3 4 5 0 
13. I am afraid to make mistakes at the PDO for fear of the consequences. 1 2 3 4 5 0 
14. My compensation is about equivalent to others who do the same kind of 

work. 
1 2 3 4 5 0 

15. My supervisor makes a point of letting me know about my performance. 1 2 3 4 5 0 
16. I get enough feedback to know if I’m performing up to the PDO’s 

expectations. 
1 2 3 4 5 0 

17. I receive regular formal performance reviews by my supervisor. 1 2 3 4 5 0 
18. My formal performance review is a worthwhile experience.  1 2 3 4 5 0 
19. I understand the criteria used by my supervisor in evaluating my 

performance. 
1 2 3 4 5 0 

20. The evaluation of my work performance is based on pre-determined 
criteria. 

1 2 3 4 5 0 

21. PDO staff members are open and honest with one another.  1 2 3 4 5 0 
22. I understand the criteria for promotion. 1 2 3 4 5 0 
23. The criteria for promotion are appropriate for the PDO organization.  1 2 3 4 5 0 
24. Promotions are based on the promotional criteria.  1 2 3 4 5 0 
25. The PDO is respected in the Criminal Justice System. 1 2 3 4 5 0 
26. The PDO is respected in the Community.  1 2 3 4 5 0 
27. I am proud to say that I work for PDO.  1 2 3 4 5 0 
28. My supervisor treats me with respect.  1 2 3 4 5 0 
29. Managers and supervisors have the skills necessary for their jobs.  1 2 3 4 5 0 
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Questions 30-40: Staff Members’ Work and Assignments 
 
30. Most staff members are willing to do more than their job requires. 1 2 3 4 5 0 
31. My workload is appropriate. 1 2 3 4 5 0 
32. Management does a good job of matching job assignments with people’s 

abilities. 
1 2 3 4 5 0 

33. Staff assignments are rotated in a way that enhances organizational 
effectiveness. 

1 2 3 4 5 0 

34. People stay in the same job assignment too long.  1 2 3 4 5 0 
35. PDO management’s decisions take into account the needs of the PDO staff. 1 2 3 4 5 0 
36. PDO management’s decisions take into account the needs of the clients. 1 2 3 4 5 0 
37. PDO management’s decisions take into account the needs of the Court   1 2 3 4 5 0 
38. My job makes good use of my skills and abilities.  1 2 3 4 5 0 
39. Everyone who does the kind of work I do shares equitably in the workload 

that I do. 
1 2 3 4 5 0 

40. I am encouraged to do high quality work. 1 2 3 4 5 0 
 
Questions 41-47:  Work Processes 
 
41. My direct supervisor is helpful to me in accomplishing my daily tasks. 1 2 3 4 5 0 
42. Different Divisions cooperate with each other to get the job done.  1 2 3 4 5 0 
43. The PDO makes an effort to improve its productivity. 1 2 3 4 5 0 
44. Enhancing productivity is important for the PDO’s future.  1 2 3 4 5 0 
45. Paperwork is a necessary part of my job.  1 2 3 4 5 0 
46. PDO cases are processed in an efficient manner. 1 2 3 4 5 0 
47. PDO’s official policies and procedures are followed and applied. 1 2 3 4 5 0 
 
Questions 48-54:  Training & Professional Development 
 
48. Training is so important that it should take spending priority  

over other budgeted items.  
1 2 3 4 5 0 

49. There are strong mentoring relationships in the PDO. 1 2 3 4 5 0 
50. The PDO supports me in my professional development 1 2 3 4 5 0 
51. Appropriate training is identified and provided for staff by the PDO. 1 2 3 4 5 0 
52. Ethics and professional responsibility should be a training priority. 1 2 3 4 5 0 
53. The PDO’s training is effective. 1 2 3 4 5 0 
54. Outside training is supported by the PDO.  1 2 3 4 5 0 
 
Questions 55-61:  Communication 
 
55. My input makes a difference in the PDO.  1 2 3 4 5 0 
56. Organizational information is disseminated in an effective manner.  1 2 3 4 5 0 
57. My supervisor considers my input when making decis ions.  1 2 3 4 5 0 
58. I can talk honestly with supervisors about my work concerns. 1 2 3 4 5 0 
59. There is a powerful “rumor mill” at the PDO. 1 2 3 4 5 0 
60. When management says something, you can believe it is true. 1 2 3 4 5 0 
61. I am well informed about PDO’s policies and philosophy. 1 2 3 4 5 0 
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Questions 62-75:  Other Issues Related to Structure & Organization 
 
62. I have enough discretion to perform my duties effectively.  1 2 3 4 5 0 
63. Reporting relationships are clearly understood. 1 2 3 4 5 0 
64. The PDO places a high priority on doing things efficiently. 1 2 3 4 5 0 
65. The PDO places a high priority on doing things right. 1 2 3 4 5 0 
66. Job responsibilities are clearly defined. 1 2 3 4 5 0 
67. Responsibilities and authority are well matched. 1 2 3 4 5 0 
68. There are “factions” inside the PDO. 1 2 3 4 5 0 
69. Inside “factions” are destructive.  1 2 3 4 5 0 
70. Outside forces threaten the PDO organization. 1 2 3 4 5 0 
71. The current organizational structure is appropriate for PDO’s mission and 

philosophy. 
1 2 3 4 5 0 

72. The PDO is a full member of the Criminal Justice System. 1 2 3 4 5 0 
73. I have the resources needed to get my job done. 1 2 3 4 5 0 
74. The PDO has the resources needed to get its job done.  1 2 3 4 5 0 
75. The PDO is my career.  1 2 3 4 5 0 
 
In the space below, please indicate other issues you believe need to be studied by the site 
team: 
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1 The mission of the Public Defenders’ Office (PDO) is clear to me. 3.80 4.44 3.77 4.10 3.75 4.25 4.11 
2 The PDO has an organizational philosophy by which it accomplishes its mission 3.20 4.13 3.15 2.50 3.25 3.55 3.40 
3 PDO staff members are “on their own,” in terms of organizational philosophy. 3.40 2.88 3.00 4.00 2.88 3.00 3.12 
4 I support the philosophy with which the PDO mission is accomplished.  3.50 4.33 3.50 2.00 3.75 3.83 3.59 
5 The PDO is accomplishing its mission. 3.60 3.78 3.45 2.67 3.38 3.56 3.46 
6 The PDO management’s priorities are consistent with the PDO mission. 3.25 4.13 3.50 2.40 3.50 3.14 3.23 
7 The PDO has clear performance standards for carrying out its mission. 2.00 3.89 2.70 1.90 2.71 2.88 2.79 
8 The PDO is responsive to the recipients of its services.  3.40 3.89 3.30 3.20 3.88 3.77 3.65 
9 The PDO’s philosophy is consistent with its mission. 3.25 3.88 4.00 2.60 3.50 3.51 3.47 
10 The PDO has a well-defined plan for accomplishing its mission. 1.80 3.78 3.33 2.20 2.75 2.93 2.89 
11 Clark County supports the mission of the PDO.  2.00 3.00 3.00 2.89 4.71 2.83 2.99 
12 My co-workers are properly qualified for their positions.  3.60 4.22 2.85 3.50 3.88 3.95 3.74 
13 I am afraid to make mistakes at the PDO for fear of the consequences.  2.80 1.44 2.15 1.90 2.25 2.12 2.08 
14 My compensation is about equivalent to others who do the same kind of work. 2.20 2.50 2.00 2.89 4.38 3.31 3.04 
15 My supervisor makes a point of letting me know about my performance. 4.20 3.89 3.54 2.20 3.25 3.77 3.55 
16 I get enough feedback to know if I’m performing up to the PDO’s expectations.  4.00 4.00 3.00 2.40 3.50 3.55 3.40 
17 I receive regular formal performance reviews by my supervisor. 4.40 3.33 3.62 3.70 3.29 3.43 3.52 
18 My formal performance review is a worthwhile experience.  3.20 4.63 3.08 3.00 2.50 3.21 3.25 
19 I understand the criteria used by my supervisor in evaluating my performance. 4.00 4.44 3.00 3.20 2.29 3.24 3.29 
20 The evaluation of my work performance is based on pre-determined criteria. 3.60 4.00 3.73 4.00 2.57 3.21 3.43 
21 PDO staff members are open and honest with one another.  2.00 3.56 2.46 2.20 3.50 3.57 3.16 
22 I understand the criteria for promotion. 4.20 4.11 2.33 2.90 3.57 3.32 3.29 
23 The criteria for promotion are appropriate for the PDO organization.  3.60 3.80 1.73 2.33 2.86 3.08 2.86 
24 Promotions are based on the promotional criteria.  2.75 3.33 2.00 2.00 2.71 3.03 2.71 
25 The PDO is respected in the Criminal Justice System. 1.80 3.22 2.92 1.70 3.75 3.48 3.10 
26 The PDO is respected in the Community.  1.60 2.56 2.38 1.80 3.13 2.70 2.51 
27 I am proud to say that I work for PDO.  4.60 4.44 2.92 3.70 4.38 4.41 4.12 
28 My supervisor treats me with respect.  5.00 4.33 4.00 2.40 4.63 4.61 4.27 
29 Managers and supervisors have the skills necessary for their jobs.  3.60 3.89 3.46 2.00 3.88 3.28 3.30 
30 Most staff members are willing to do more than their job requires.  2.60 3.89 2.85 3.40 3.38 3.47 3.35 
31 My workload is appropriate. 3.00 3.00 3.15 3.30 3.13 2.95 3.05 
32 Management does a good job of matching job assignments with people’s abilities. 3.00 3.86 2.58 1.70 3.38 2.73 2.76 
33 Staff assignments are rotated in a way that enhances organizational effectiveness. 3.00 3.29 2.50 1.80 3.13 2.50 2.58 
34 People stay in the same job assignment too long.  3.00 2.86 3.83 3.40 2.75 3.21 3.23 
35 PDO management’s decisions take into account the needs of the PDO staff. 2.40 4.11 2.92 1.90 2.88 2.64 2.77 
36 PDO management’s decisions take into account the needs of the clients.  4.00 4.13 3.46 3.20 3.88 3.42 3.54 
37 PDO management’s decisions take into account the needs of the Court  3.50 4.50 3.85 3.50 3.63 3.90 3.86 
38 My job makes good use of my skills and abilities.  4.20 3.78 3.46 3.20 4.75 4.05 3.91 
39 Everyone who does the kind of work I do shares equitably in the workload that I do. 2.33 2.88 2.23 2.00 3.75 2.88 2.74 
40 I am encouraged to do high quality work. 4.20 4.50 3.62 3.20 4.13 4.00 3.92 
41 My direct supervisor is helpful to me in accomplishing my daily tasks.  3.60 3.89 3.69 1.90 3.63 4.18 3.74 
42 Different Divisions cooperate with each other to get the job done.  2.20 4.22 3.33 2.60 4.13 3.60 3.48 
43 The PDO makes an effort to improve its productivity. 3.80 4.00 3.38 2.60 3.63 3.81 3.60 
44 Enhancing productivity is important for the PDO’s future.  4.60 4.38 4.23 4.30 4.25 4.10 4.21 
45 Paperwork is a necessary part of my job.  4.60 4.56 4.17 4.90 4.50 4.47 4.49 
46 PDO cases are processed in an efficient manner. 2.80 4.14 2.85 2.80 3.75 3.73 3.46 
47 PDO’s official policies and procedures are followed and applied.  2.25 3.75 2.54 2.60 3.29 3.10 2.99 



83 

 

 A
dm

in
. 

C
le

ri
ca

l 

In
ve

st
ig

at
or

 

L
eg

al
 

Se
cr

et
ar

y 
Su

pe
rv

is
in

g 
A

tt
or

ne
y 

T
ri

al
 

A
tt

or
ne

y 

T
ot

al
 

48 Training is so important, it should take spending priority over other budgeted items. 3.80 4.13 3.46 3.80 3.75 3.93 3.84 
49 There are strong mentoring relationships in the PDO. 2.60 3.00 2.38 1.70 3.00 3.05 2.76 
50 The PDO supports me in my professional development 4.20 3.63 2.62 1.60 3.88 3.73 3.35 
51 Appropriate training is identified and provided for staff by the PDO. 4.00 3.75 2.62 2.00 3.00 3.05 2.98 
52 Ethics and professional responsibility should be a training priority. 4.60 4.63 4.23 4.60 4.25 3.76 4.10 
53 The PDO’s training is effective. 2.80 3.50 2.42 2.20 2.75 2.98 2.82 
54 Outside training is supported by the PDO.  4.40 3.33 2.77 2.80 4.38 4.00 3.68 
55 My input makes a difference in the PDO.  3.20 3.00 3.00 2.00 3.38 3.00 2.94 
56 Organizational information is disseminated in an effective manner.  2.00 3.75 2.85 2.10 3.50 2.86 2.86 
57 My supervisor considers my input when making decisions.  4.40 3.44 3.33 2.50 3.63 3.83 3.58 
58 I can talk honestly with supervisors about my work concerns.  4.40 4.11 3.54 2.50 3.88 4.09 3.83 
59 There is a powerful “rumor mill” at the PDO. 4.00 3.80 4.54 3.44 4.00 3.61 3.81 
60 When management says something, you can believe it is true. 2.80 3.67 2.38 1.44 3.50 2.76 2.73 
61 I am well informed about PDO’s policies and philosophy. 2.80 4.25 2.46 2.40 3.25 3.07 3.01 
62 I have enough discretion to perform my duties effectively.  3.80 4.38 4.25 4.10 4.50 4.36 4.30 
63 Reporting relationships are clearly understood.  1.80 4.00 3.83 4.33 3.63 3.77 3.73 
64 The PDO places a high priority on doing things efficiently. 2.80 3.89 3.00 2.20 3.25 3.26 3.14 
65 The PDO places a high priority on doing things right. 3.20 3.89 3.50 2.00 4.00 3.56 3.43 
66 Job responsibilities are clearly defined.  2.80 4.33 3.33 3.20 3.63 3.41 3.45 
67 Responsibilities and authority are well matched.  2.60 3.88 2.92 1.70 3.63 2.98 2.94 
68 There are “factions” inside the PDO. 4.00 2.71 4.58 4.33 4.50 3.95 4.04 
69 Inside “factions” are destructive.  4.40 2.43 3.80 4.67 3.88 3.60 3.72 
70 Outside forces threaten the PDO organization. 3.40 3.50 3.40 4.13 3.88 3.74 3.72 
71 The current organizational structure is appropriate for PDO’s mission and philosophy. 2.75 3.83 3.17 2.22 3.25 2.83 2.93 
72 The PDO is a full member of the Criminal Justice System. 3.00 4.43 2.82 3.50 3.29 4.05 3.73 
73 I have the resources needed to get my job done. 2.40 3.89 3.67 3.10 3.88 3.82 3.65 
74 The PDO has the resources needed to get its job done.  2.00 2.88 3.50 2.20 3.43 3.53 3.21 
75 The PDO is my career.  4.20 3.43 3.67 3.40 4.75 4.20 4.02 
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“Ten Principles of a Public Defense Delivery System” 
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The American Bar Association’s 
“Ten Principles of a Public Defense Delivery System” 

Copyright 2002 American Bar Association 

 
In February 2002, The American Bar Association met in Philadelphia and adopted 

a set of ten principles which “constitute the fundamental criteria to be met for a public 
defense delivery system to deliver effective and efficient, high quality, ethical, conflict-
free representation to accused persons who cannot afford to hire an attorney.”  The 
purpose of the 10 Principles is to distill the existing voluminous national standards 
pertaining to indigent defense systems down to their most basic elements, in a succinct 
form that busy officials and policymakers can readily review and apply.  We have 
imported the text of the Principles into this appendix (including original footnotes).   

 
1. The public defense function, including the selection, funding, and payment of 

defense counsel,1 is independent.  The public defense function should be 
independent from political influence and subject to judicial supervision only in 
the same manner and to the same extent as retained counsel.2  To safeguard 
independence and to promote efficiency and quality of services, a nonpartisan 
board should oversee defender, assigned counsel, or contract systems.3 
Removing oversight from the judiciary ensures judicial independence from undue 
political pressures and is an important means of furthering the independence of 
public defense.4  The selection of the chief defender and staff should be made on 

                                                 
1 “Counsel” as used herein includes a defender office, a criminal defense attorney in a defender office, a 
contract attorney or an attorney in private practice accepting appointments.  “Defense” as used herein 
relates to both the juvenile and adult public defense systems. 
 
2 National Advisory Commission on Criminal Justice Standards and Goals, Task Force on Courts, Chapter 
13, The Defense (1973) [hereinafter “NAC”], Standards 13.8, 13.9; National Study Commission on 
Defense Services , Guidelines for Legal Defense Systems in the United States (1976) [hereinafter “NSC”], 
Guidelines 2.8, 2.18, 5.13; American Bar Association Standards for Criminal Justice, Providing Defense 
Services (3rd ed. 1992) [hereinafter “ABA”], Standards 5-1.3, 5-1.6, 5-4.1; Standards for the Administration 
of Assigned Counsel Systems (NLADA 1989) [hereinafter “Assigned Counsel”], Standard 2.2; NLADA 
Guidelines for Negotiating and Awarding Contracts for Criminal Defense Services, (1984) [hereinafter 
“Contracting”], Guidelines II-1, 2; National Conference of Commissioners on Uniform State Laws, Model 
Public Defender Act (1970) [hereinafter “Model Act”], § 10(d); Institute for Judicial 
Administration/American Bar Association, Juvenile Justice Standards Relating to Counsel for Private 
Parties (1979) [hereinafter “ABA Counsel for Private Parties”], Standard 2.1 (D). 
 
3 NSC, supra  note 2, Guidelines 2.10-2.13; ABA, supra  note 2, Standard 5-1.3(b); Assigned Counsel, 
Standards 3.2.1, 2; Contracting,  Guidelines II-1, II-3, IV-2; Institute for Judicial Administration/ American 
Bar Association, Juvenile Justice Standards Relating to Monitoring (1979) [hereinafter “ABA 
Monitoring”], Standard 3.2. 
 
4 Judicial independence is “the most essential character of a free society” (American Bar Association 
Standing Committee on Judicial Independence, 1997). 
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the basis of merit, and recruitment of attorneys should involve special efforts 
aimed at achieving diversity in attorney staff.5  

 
 

2. Where the caseload is sufficiently high,6 the public defense delivery system 
consists of both a defender office7 and the active participation of the private 
bar. The private bar participation may include part time defenders, a controlled 
assigned counsel plan, or contracts for services.8  The appointment process 
should never be ad hoc,9 but should be according to a coordinated plan directed 
by a full-time administrator who is also an attorney familiar with the varied 
requirements of practice in the jurisdiction.10  Since the responsibility to provide 
defense services rests with the state, there should be state funding and a 
statewide structure responsible for ensuring uniform quality statewide.11  

 
 

3. Clients are screened for eligibility,12 and defense counsel is assigned and 
notified of appointment, as soon as feasible after clients’ arrest, detention, or 
request for counsel.  Counsel should be furnished upon arrest, detention or 
request,13 and usually within 24 hours thereafter.14  

 

                                                 
5  ABA, Standard 5-4.1 
 
6 “Sufficiently high” is described in detail in NAC Standard 13.5 and ABA Standard 5-1.2.  The phrase can 
generally be understood to mean that there are enough assigned cases to support a full-time public defender 
(taking into account distances, caseload diversity, etc.), and the remaining number of cases is enough to 
support meaningful involvement of the private bar. 
 
7 NAC, Standard 13.5; ABA, Standard 5-1.2; ABA Counsel for Private Parties, Standard 2.2.  “Defender 
office” means a full-time public defender office and includes a private nonprofit organization operating in 
the same manner as a full-time public defender office under a contract with a jurisdiction. 
 
8 ABA, Standard 5-1.2(a) and (b); NSC, Guideline 2.3; ABA, Standard 5-2.1. 
 
9 NSC, Guideline 2.3; ABA, Standard 5-2.1. 
 
10 ABA, Standard 5-2.1 and commentary; Assigned Counsel, Standard 3.3.1 and commentary n.5 (duties of 
Assigned Counsel Administrator such as supervision of attorney work cannot ethically be performed by a 
non-attorney, citing ABA Model Code of Professional Responsibility and Model Rules of Professional 
Conduct). 
 
11 NSC, Guideline 2.4; Model Act, supra  note 2, § 10; ABA, Standard 5-1.2(c); Gideon v. Wainwright, 372 
U.S. 335 (1963) (provision of indigent defense services is obligation of state). 
 
12 For screening approaches, see NSC, Guideline 1.6 and ABA, Standard 5-7.3. 
 
13 NAC, Standard 13.3; ABA, Standard 5-6.1; Model Act § 3; NSC, Guidelines 1.2-1.4; ABA Counsel for 
Private Parties, Standard 2.4 (A). 
 
14 NSC, Guideline 1.3. 
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4. Defense counsel is provided sufficient time and a confidential space with which 
to meet with the client.  Counsel should interview the client as soon as 
practicable before the preliminary examination or the trial date.15  Counsel 
should have confidential access to the client for the full exchange of legal, 
procedural and factual information between counsel and client.16  To ensure 
confidential communications, private meeting space should be available in jails, 
prisons, courthouses and other places where defendants must confer with 
counsel.17 

 
5. Defense counsel’s workload is controlled to permit the rendering of quality 

representation.  Counsel’s workload, including appointed and other work, 
should never be so large as to interfere with the rendering of quality 
representation or lead to the breach of ethical obligations, and counsel is 
obligated to decline appointments above such levels.18  National caseload 
standards should in no event be exceeded,19 but the concept of workload (i.e., 
caseload adjusted by factors such as case complexity, support services, and an 
attorney’s nonrepresentational duties) is a more accurate measurement.20 

 
 

6. Defense counsel’s ability, training, and experience match the complexity of the 
case.  Counsel should never be assigned a case that counsel lacks the experience 

                                                 
15 American Bar Association Standards for Criminal Justice, Defense Function (3rd ed. 1993) [hereinafter 
“ABA Defense Function”], Standard 4-3.2; Performance Guidelines for Criminal Defense Representation 
(NLADA 1995) [hereinafter “Performance Guidelines”], Guidelines 2.1-4.1; ABA Counsel for Private 
Parties, Standard 4.2. 
 
16 NSC, Guideline 5.10; ABA Defense Function, Standards 4-2.3, 4-3.1, 4-3.2; Performance Guidelines, 
Guideline 2.2. 
 
17 ABA Defense Function, Standard 4-3.1. 
 
18 NSC, Guideline 5.1, 5.3; ABA, Standards 5-5.3; ABA Defense Function, Standard 4-1.3(e); NAC, 
Standard 13.12; Contracting, Guidelines III-6, III-12; Assigned Counsel, Standards 4.1,4.1.2; ABA Counsel 
for Private Parties, Standard 2.2 (B) (iv). 
 
19 Numerical caseload limits are specified in NAC Standard 13.12 (maximum cases per year: 150 felonies, 
400 misdemeanors, 200 juvenile, 200 mental health, or 25 appeals), and other national standards state that 
caseloads should “reflect” (NSC Guideline 5.1) or “under no circumstances exceed” (Contracting Guideline 
III-6) these numerical limits.  The workload demands of capital cases are unique: the duty to investigate, 
prepare and try both the guilt/innocence and mitigation phases today requires an average of almost 1,900 
hours, and over 1,200 hours even where a case is resolved by guilty plea. Federal Death Penalty Cases: 
Recommendations Concerning the Cost and Quality of Defense Representation (Judicial Conference of the 
United States, 1998).  See also  ABA Guidelines for the Appointment and Performance of Counsel in Death 
Penalty Cases (NLADA, 1988; ABA, 1989) [hereinafter “Death Penalty”]. 
 
20 ABA, Standard 5-5.3; NSC, Guideline 5.1; Standards and Evaluation Design for Appellate Defender 
Offices (NLADA 1980), Standard 1-F. 
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or training to handle competently, and counsel is obligated to refuse appointment 
if unable to provide ethical, high quality representation.21 

 
 

7. The same attorney continuously represents the client until completion of the 
case.  Often referred to as “vertical representation,” the same attorney should 
continuously represent the client from initial assignment through the trial and 
sentencing.22 The attorney assigned for the direct appeal should represent the 
client throughout the direct appeal. 

 
 

8. There is parity between defense counsel and the prosecution with respect to 
resources and defense counsel is included as an equal partner in the justice 
system.  There should be parity of workload, salaries and other resources (such 
as benefits, technology, facilities, legal research, support staff, paralegals, 
investigators, and access to forensic services and experts) between prosecution 
and public defense.23  Assigned counsel should be paid a reasonable fee in 
addition to actual overhead and expenses.24  Contracts with private attorneys for 
public defense services should never be let primarily on the basis of cost; they 
should specify performance requirements and the anticipated workload, provide 
an overflow or funding mechanism for excess, unusual or complex cases,25 and 
separately fund expert, investigative and other litigation support services.26  No 
part of the justice system should be expanded or the workload increased without 
consideration of the impact that expansion will have on the balance and on the 
other components of the justice system.  Public defense should participate as an 
equal partner in improving the justice system.27  This principle assumes that the 
prosecutor is adequately funded and supported in all respects, so that securing 

                                                 
21 Performance Guidelines, Guidelines 1.2, 1.3(a); Death Penalty, Guideline 5.1.   
 
22 NSC, Guidelines  5.11, 5.12; ABA, Standard 5-6.2; NAC, Standard 13.1; Assigned Counsel, Standard 
2.6; Contracting, Guidelines III-12, III-23; ABA Counsel for Private Parties, Standard 2.4 (B) (i). 
 
23 NSC, Guideline 3.4; ABA, Standards 5-4.1, 5-4.3; Contracting, Guideline III-10; Assigned Counsel, 
Standard 4.7.1; Appellate; ABA Counsel for Private Parties, Standard 2.1 (B) (iv). See NSC, Guideline 4.1 
(includes numerical staffing ratios, e.g., there must be one supervisor for every 10 attorneys, or one part-
time supervisor for every 5 attorneys; there must be one investigator for every three attorneys, and at least 
one investigator in every defender office). Cf. NAC, Standards 13.7, 13.11 (chief defender salary should be 
at parity with chief judge; staff attorneys at parity with private bar). 
 
24 ABA, Standard 5-2.4; Assigned Counsel, Standard 4.7.3. 
 
25 NSC, Guideline 2.6; ABA, Standards 5-3.1, 5-3.2, 5-3.3; Contracting, Guidelines III-6, III-12, and 
passim. 
 
26 ABA, Standard 5-3.3(b)(x); Contracting, Guidelines III-8, III-9. 
 
27 ABA Defense Function, Standard 4-1.2(d). 
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parity will mean that defense counsel is able to provide quality legal 
representation. 

 
9. Defense counsel is provided with and required to attend continuing legal 

education.  Counsel and staff providing defense services should have systematic 
and comprehensive training appropriate to their areas of practice and at least 
equal to that received by prosecutors.28 

 
 

10. Defense counsel is supervised and systematically reviewed for quality and 
efficiency according to nationally and locally adopted standards.  The defender 
office (both professional and support staff), assigned counsel, or contract 
defenders should be supervised and periodically evaluated for competence and 
efficiency.29  

 
  
 

                                                 
28 NAC, Standards 13.15, 13.16; NSC, Guidelines 2.4(4), 5.6-5.8; ABA, Standards 5-1.5; Model Act, § 
10(e); Contracting, Guideline III-17; Assigned Counsel, Standards 4.2, 4.3.1, 4.3.2, 4.4.1; NLADA 
Defender Training and Development Standards (1997); ABA Counsel for Private Parties, Standard 2.1 (A). 
 
29 NSC, Guidelines 5.4, 5.5; Contracting, Guidelines III-16; Assigned Counsel, Standard 4.4; ABA Counsel 
for Private Parties, Standards 2.1 (A), 2.2; ABA Monitoring, Standards 3.2, 3.3.  Examples of performance 
standards applicable in conducting these reviews include NLADA Performance Guidelines, ABA Defense 
Function, and NLADA/ABA Death Penalty. 
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CONTRACT FOR PUBLIC DEFENSE SERVICES 
 

The [City, County, State], referred to as “the Contracting Authority,” and [law firm 
or non-profit organization], referred to hereafter as “the Agency,” agree to the provision 
of public defense services as outlined below for the period [date] to [date]. The 
Contracting Authority Administrator is [    ], and the Managing Director of the Agency is 
[    ]. 
 
Following are the underlying bases for the Contract:  
 

i. [City, County, State] has a constitutionally mandated responsibility to provide 
public defender services which is specifically defined in [local ordinance or 
statute], and/or a [statutory/judicially-required] duty to provide [specify juvenile, 
civil commitment, etc. services]. 

 
ii. The Contracting Authority desires to have legal services performed for eligible 

persons entitled to public representation in ____ [City, County, State] by the 
Agency, as authorized by law. 

 
iii. The Agency agrees to provide, and the Contracting Authority agrees to pay for, 

competent, zealous representation to its clients as required by the controlling 
Professional Responsibility [Rules or Code]. 

 
iv. The Contracting Authority and the Agency agree that any and all funds provided 

pursuant to this Contract are provided for the sole purpose of provision of legal 
services to eligible clients of the Agency. 

 
The parties agree as follows: 

 
I. DURATION OF CONTRACT 

 
This Contract shall commence on ____________ and terminate on 

______________, unless extended or terminated earlier in a manner allowed by this 
Contract. 
 
II. DEFINITIONS 
 

The following definitions control the interpretation of this Contract:  
 
A. Eligible client means a defendant, parent, juvenile, or person who is facing 

civil commitment or any other person who has been determined by a finding 
by the Contracting Authority or Court to be entitled to a court-appointed 
attorney, pursuant to [relevant state statute, court rule, and constitutional 
provision]. 
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B. Case; Case Completion: A Case shall mean representation of one person on 
one charging document. In the event of multiple counts stemming from 
separate transactions, additional case credit will be recognized. Completion of 
a case is deemed to occur when all necessary legal action has been taken 
during the following period(s): In criminal cases, from arraignment through 
disposition, from arraignment through the necessary withdrawal of counsel 
after the substantial delivery of legal services, or from the entry of counsel 
into the case (where entry into the case occurs after arraignment through no 
fault of the Agency) through disposition or necessary withdrawal after the 
substantial delivery of legal services. Nothing in this definition prevents the 
Agency from providing necessary legal services to an eligible client prior to 
arraignment, but payment for such services will require a showing pursuant to 
the Extraordinary Expenses paragraph below. In other cases, [define 
according to type of case—juvenile, family, etc.]. 

 
C. Disposition:  Disposition in criminal cases shall mean: 1) the dismissal of 

charges, 2) the entering of an order of deferred prosecution, 3) an order or 
result requiring a new trial, 4) imposition of sentence, or 5) deferral of any of 
the above coupled with any other hearing on that cause number, including but 
not limited to felony or misdemeanor probation review, that occurs within 
thirty (30) days of sentence, deferral of sentence, or the entry of an order of 
deferred prosecution.  No hearing that occurs after 30 days of any of the above 
will be considered part of case disposition for the purpose of this Contract 
except that a restitution hearing ordered at the time of original disposition, 
whether it is held within 30 days or subsequently, shall be included in case 
disposition.  Disposition includes the filing of a notice of appeal, if applicable. 
Nothing in this definition prevents the Agency from providing necessary legal 
services to an eligible client after disposition, but payment for such services 
will require a showing pursuant to the Extraordinary Expenses paragraph 
below. Disposition in other cases shall mean: [define according to type of 
case—juvenile, family, etc.]. 

 
D. Representational Services: The services for which the Contracting Authority 

is to pay the Agency are representational services, including lawyer services 
and appropriate support staff services, investigation and appropriate 
sentencing advocacy and social work services, and legal services including 
but not limited to interviews of clients and potential witnesses, legal research, 
preparation and filing of pleadings, negotiations with the appropriate 
prosecutor or other agency and court regarding possible dispositions, and 
preparation for and appearance at all court proceedings. The services for 
which the Contracting Authority is to pay the Agency do not include 
extraordinary expenses incurred in the representation of eligible clients. The 
allowance of extraordinary expenses at the cost of the Contracting Authority 
will be determined by a court of competent jurisdiction in accordance with 
[relevant state statute, court rule, and constitutional provisions]. 
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E. Complex Litigation Cases: Complex Litigation refers to: 1) all Capital 
homicide cases, 2) all aggravated homicide cases, 3) those felony fraud cases 
in which the estimated attorney hours necessary exceeds one hundred seventy 
(170) hours, 4) cases which involve substantial scientific information resulting 
in motions to exclude evidence pursuant to controlling case law emanating 
from Frye v. United States, 293 F. 1013 (D.C. Cir. 1923), and Daubert v. 
Merrell Dow, 113 S.Ct. 2786 (1993), or similar opinions, and 5) other cases in 
which counsel is able to show the appropriate court in an ex parte proceeding 
that proper representation requires designation of the case as complex 
litigation. 

 
F. Other Litigation Expenses: Other Litigation Expenses shall mean those 

expenses which are not part of the contract with the Agency, including expert 
witness services, language translators, laboratory analysis, and other forensic 
services.  It is anticipated that payment for such expenses will be applied for 
in the appropriate courts by motion and granted out of separate funds reserved 
for that purpose. Payment for mitigation specialists in Capital cases is 
included in this category. 

 
G. Misappropriation of Funds: Misappropriation of funds  is the appropriation of 

funds received pursuant to this Contract for purposes other than those 
sanctioned by this Contract.  The term shall include the disbursement of funds 
for which prior approval is required but is not obtained. 

 
III. INDEPENDENT CONTRACTOR 
 

The Agency is, for all purposes arising out of this Contract, an independent 
contractor, and neither the Agency nor its employees shall be deemed employees of 
the Contracting Authority. The Agency shall complete the requirements of this 
Contract according to the Agency's own means and methods of work, which shall 
be in the exclusive charge and control of the Agency and which shall not be subject 
to control or supervision by the Contracting Authority, except as specified herein. 

 
IV. POLICY BOARD 
 

Oversight of the Agency in matters such as interpretation of indigent defense 
standards, recommendation of salary levels and reasonable caseloads, and response to 
community and client concerns, shall be provided by the Policy Board. The Policy Board 
shall be [appointed/designated] by the Contracting Authority and shall consist of [3-13] 
diverse members, a majority of which shall be practicing attorneys, and shall include 
representatives of organizations directly servicing the poor or concerned with the 
problems of the client community, provided that no single branch of government shall 
have a majority of votes, and the membership shall not include prosecutors, judges or law 
enforcement officials. The Agency will meet regularly with the Policy Board. 
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V. AGENCY'S EMPLOYEES AND EQUIPMENT 
 

The Agency agrees that it has secured or will secure at the Agency's own expense, 
all persons, employees, and equipment required to perform the services 
contemplated/required under this Contract.  

 
VI. MINIMUM QUALIFICATIONS FOR AGENCY ATTORNEYS  
 

A. Every Agency attorney shall satisfy the minimum requirements for practicing 
law in [state] as determined by the [state] Supreme Court.  Seven hours of 
[each year's required or (where CLE is not otherwise required) yearly] 
continuing legal education credits shall be in spent in courses relating to 
criminal law practice or other areas of law in which the Agency provides legal 
services to eligible clients under the terms of this Contract.  The Agency will 
maintain for inspection on its premises records of compliance with this 
provision. 

 
B. Each Agency attorney representing a defendant accused of a [_____ (e.g. 

Class A)] felony, as defined in [relevant local statute], must have served at 
least two years as a prosecutor, a public defender, or assigned counsel within a 
formal assigned counsel plan that included training, or have demonstrably 
similar experience, and been trial counsel and handled a significant portion of 
the trial in 5 felony cases that have been submitted to a jury.  

 
C. Each staff attorney representing a juvenile respondent in a [_____ (e.g. Class 

A] felony, as defined in [relevant local statute], shall meet the qualifications of 
(B) above and demonstrate knowledge of the practices of the relevant juvenile 
court, or have served at least one year as a prosecutor, a public defender, or 
assigned counsel within a formal assigned counsel plan that included training, 
assigned to the prosecution or defense of accused persons in juvenile court, or 
have demonstrably similar experience, and handled at least 5 felony cases 
through fact finding and disposition in juvenile court. 

 
D. Each staff attorney representing a defendant accused of a [____ (e.g. Class B 

or C] felony, as defined in [relevant local statute], or involved in a probation 
or parole revocation hearing, must have served at least one year as a 
prosecutor, a public defender, or assigned counsel within a formal assigned 
counsel plan that included training, or have demonstrably similar experience, 
and been sole trial counsel of record in five misdemeanor cases brought to 
final resolution, or been sole or co-trial counsel and handled a significant 
portion of the trial in two criminal cases that have been submitted to a jury 
alone or of record with other trial counsel and handled a significant portion of 
the trial in two criminal cases that have been submitted to a jury. 
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E. Each attorney representing any other client assigned as a part of this Contract 
shall meet the requirements of (B) above or work directly under the 
supervision of a senior, supervising attorney employed by the Agency, who 
meets the requirements of (B) above. Such direct supervision shall continue 
until the attorney has demonstrated the ability to handle cases on his/her own. 
Should the caseload under this Contract require 10 or more FTE attorneys, the 
Agency will provide one FTE supervising attorney for every 10 FTE caseload 
attorneys. 

 
E. Notwithstanding the above, each Capital case assigned to the Agency will be 

staffed by two full time attorneys or FTE attorneys. The lead attorney shall 
have at least seven years of criminal law experience and training or experience 
in the handling of Capital cases; associate counsel shall have at least five 
years of criminal law experience 

 
F. Notwithstanding the above, each Capital case assigned to the Agency will be 

staffed by two full time attorneys or FTE attorneys. The lead attorney shall 
have at least seven years of criminal law experience and training or experience 
in the handling of Capital cases; associate counsel shall have at least five 
years of criminal law experience  

 
G. Notwithstanding the above, each Complex Litigation case assigned to the 

Agency other than a Capital case shall be staffed by one FTE attorney with at 
least seven years of criminal law experience, or the equivalent of one half-
time (.5 FTE) attorney with seven years of criminal law experience and one 
half-time (.5 FTE) attorney with five years of criminal law experience. 

 
H. Failure on the part of the Agency to use staff with the appropriate amount of 

experience or to supervise appropriately its attorneys shall be considered a 
material breach of this Contract. Failure on the part of the Contracting 
Authority to provide adequate funding to attract and retain experienced staff 
and supervisor(s) shall be considered a breach of this Contract. 

 
VII. PERFORMANCE REQUIREMENTS 
 

The Agency agrees to provide the services and comply with the requirements of this 
Contract.  The number of cases for which such services will be required is the 
amount specified on Worksheet A, subject to the variance terms specified in Section 
VII (Variance).  Any material breaches of this agreement on the part of the Agency 
or the Contracting Authority may result in action as described in Section XVIII 
(Corrective Action) or Section XIX (Termination and Suspension). 
 
The Agency agrees to provide representational services in the following types of 
cases: [    ] 
 
The Agency agrees to staff its cases according to the following provisions: 
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A. Continuity of representation at all stages of a case, sometimes referred to as 

“vertical” representation, promotes efficiency, thoroughness of representation, 
and positive attorney/client relations.  The Agency agrees to make reasonable 
efforts to continue the initial attorney assigned to a client throughout all cases 
assigned in this Contract.  Nothing in this section shall prohibit the Agency 
from making necessary staff changes or staff rotations at reasonable intervals, 
or from assigning a single attorney to handle an aspect of legal proceedings 
for all clients where such method of assignment is in the best interest of the 
eligible clients affected by such method of assignment. 

 
C. The Agency agrees that an attorney will make contact with all other clients 

within 5 working days from notification of case assignment. 
 

D. Conflicts of interest may arise in numerous situations in the representation of 
indigent defendants.  The Agency agrees to screen all cases for conflict upon 
assignment and throughout the discovery process, and to notify promptly the 
Contracting Authority when a conflict is discovered.  The Agency will refer to 
the [state] Rules of Professional Conduct, as interpreted by [the (state or other 
relevant) Bar Association and /or] opinions of the state judiciary, and to the 
American Bar Association Standards for Criminal Justice in order to 
determine the existence and appropriate resolution of conflicts. 

 
E. It is agreed that the Agency will maintain average annual caseloads per full 

time attorney or full time equivalent (FTE) no greater than the following: 
 

Felony Cases   150 
Misdemeanor Cases   400 
Juvenile Offender Cases  200 
Juvenile Dependency Cases    60 
Civil Commitment Cases  250 
Contempt of Court Cases  225 
Drug Court Cases   200 
Appeals      25 

 
These numbers assume that the attorney is assigned only cases that fit into one 
category. If, instead, a FTE attorney spends half of her time on felony cases 
and half of her time on misdemeanor cases, she would be expected to carry an 
annual caseload no greater than 75 felonies and 150 misdemeanors.  If the 
same attorney works less than full time or splits her time between Contract 
cases and private business, that attorney would be expected to carry a 
maximum caseload proportional to the portion of her professional time that 
she devotes to Contract cases.  All attorneys who split their time between 
Contract work and private business as well as work under this contract must 
report the quantity of hours they devote to private business to the Contracting 
Authority so that Agency caseload levels may be accurately monitored. 
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It is assumed that the level of competent assistance of counsel contemplated 
by this Contract cannot be rendered by an attorney who carries an average 
annual caseload substantially above these levels.  Failure on the part of the 
Agency to limit its attorneys to these caseload levels is considered to be a 
material breach of this agreement. 

 
Complex Litigation is considered to be outside of the normal caseload and is 
handled as described in Section VI. G. below. 

 
F. Adequate support staff is critical to an attorney’s ability to render competent 

assistance of counsel at the caseload levels described above.  The parties agree 
and expect that at a minimum the Agency will employ support staff services 
for its attorneys at a level proportionate to the following annual caseloads:  

 
One full time Legal Assistant for every four FTE Contract attorneys 
One full time Social Service Caseworker for every 450 Felony Cases 
One full time Social Service Caseworker for every 600 Juvenile Cases 
One full time Social Service Caseworker for every 1200 Misdemeanor Cases 
One full time Investigator for every 450 Felony Cases 
One full time Investigator for every 600 Juvenile Cases 
One full time Investigator for every 1200 Misdemeanor Cases 

 
In addition, attorneys must have access to mental health evaluation and 
recommendation services as required. 

 
It is expected that support staff will be paid at a rate commensurate with their 
training, experience and responsibility, at levels comparable to the 
compensation paid to persons doing similar work in public agencies in the 
jurisdiction.  The Agency may determine the means by which support staff is 
provided.  The use of interns or volunteers is acceptable, as long as all 
necessary supervision and training is provided to insure that support services 
do not fall below prevailing standards for quality of such services in this 
jurisdiction. 

 
G. If the Agency is to be responsible for representing defendants in Complex 

Litigation cases, the following provisions apply.  Complex Litigation cases 
occupy the full time or FTE of one attorney and the half time of one 
investigator prior to completion, except for Capital cases which typically 
require 2 FTE attorneys and the FTE of one investigator, as well as the 
services of a mitigation specialist. Aggravated homicide cases are considered 
Capital cases until such time as an irrevocable decision is made by the 
[Prosecuting Attorney/District Attorney] not to seek the death penalty in the 
case. 
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Complex Litigation cases remain pending until the termination of the guilt 
phase and penalty phase of the trial, or entry of a guilty plea.  Upon entry of a 
verdict or guilty plea, such cases are complete for the purposes of accepting 
additional Complex Litigation cases.  Payment for post-conviction, pre-
judgment representation shall be negotiated. 

 
Other special provisions of this Contract that relate to Complex Litigation are 
found in Section V (Minimum Qualifications) and Section VIII (Assignment 
of Complex Litigation).  

 
H. Sexual Predator Commitment Cases:  “Sexual predator commitment” cases 

shall be handled as Complex Litigation cases. 
 

I. The Agency may use legal interns. If legal interns are used, they will be used 
in accordance with [citation to State Admission to Practice Rules]. 

 
J. The Agency agrees that it will consult with experienced counsel as necessary 

and will provide appropriate supervision for all of its staff. 
 

Significant Changes 
 

Significant increases in work resulting from changes in court calendars, including 
the need to staff additional courtrooms, shall not be considered the Agency's 
responsibility within the terms of this Contract.  Any requests by the courts for 
additional attorney services because of changes in calendars or work schedules will 
be negotiated separately by the agency and Contracting Authority and such 
additional services shall only be required when funding has been approved by the 
Contracting Authority, and payment arranged by contract modification.  

 
VIII. VARIANCE 
 

The Agency and the Contracting Authority agree that the actual number of cases 
assigned under this contract may vary from the numbers agreed on Worksheet A by 
the following levels: 

 
Monthly Variance  20% 
Quarterly Variance  15% 
Semi-Annual Variance 15% 
Yearly Variance  5% 

 
Any deviation in the number of cases assigned that is within the limits above shall 
not result in alteration of payment owed to the Agency by the Contracting Authority 
and shall not be the cause of renegotiation of this Contract except as provided in 
Section XII (Requests for Modifications).  The Contracting Authority agrees to 
make good faith efforts to keep the number of cases assigned within the variance 
level.  In no event shall the Agency be required to accept cases above the level of 
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the variance, even for extra compensation, if doing so would imperil the ability of 
the Agency’s attorneys to maintain the maximum caseload standards provided in 
Section VI (Performance Requirements).  The Contracting Authority shall provide 
the Agency with quarterly estimates of caseload to be assigned at least one month 
prior to the beginning of each calendar quarter and shall make available, upon 
request, the data and rationale which form the basis of such estimate(s). 

 
IX. ASSIGNMENT OF COMPLEX LITIGATION CASES 
 

[If assignment of Complex Litigation cases is contemplated by this Contract,] the 
Agency will designate a full time or FTE attorney for that purpose.  Thereafter, the 
Agency shall accept all Complex Litigation cases assigned to it by Contracting 
Authority subject to the following special provisions: 
 
A. The Contracting Authority shall not assign further Complex Litigation cases 

while the Agency has a pending Complex Litigation case, unless the Agency 
has available qualified staff and the Contracting Authority provides the 
necessary resources. 

 
B. In the event the Agency attorney designated to handle Complex Litigation is 

not occupied with a Complex Litigation case, Contracting Authority may 
increase the assignment of other felony cases up to 12.5 per month. 
 

C. Should the services of an additional FTE attorney be required due to the 
pendency of a Capital case, the Contracting Authority and the Agency will 
negotiate a reduction in Agency caseload or provision of extra compensation 
to provide for the services of that attorney. 

 
D. Once a Complex Litigation case has proceeded for two months, Contracting 

Authority may request a review of the case, including but not limited to hours 
spent by the agency attorney(s) and the expected duration of the case. Such 
review may result in reclassification of the case or modification in payment 
structure to ensure that the requirements of Sections V.G. and VI. G above can 
be met.  

 
X. ATTORNEY TRAINING 
 

Ongoing professional training is a necessity in order for an attorney to keep abreast 
of changes and developments in the law and assure continued rendering of 
competent assistance of counsel.  The Agency shall provide sufficient training, 
whether in-house or through a qualified provider of CLE, to keep all of its attorneys 
who perform work under this Contract abreast of developments in relevant law, 
procedure, and court rules. If an attorney is transferred to a particular type of case 
(e.g. a Capital case or other Complex litigation after having participated in the 
required seven hours of annual CLE required in Section V.A, the Agency shall 
require additional training in the particular type of case, as necessary. 



 101

 
XI. ATTORNEY EVALUATION 
 

If the caseload in this Contract requires the services of two or more attorneys, the 
Agency director, or his/her designee, shall evaluate the professional performance of 
Agency attorneys annually.  Evaluations should include monitoring of time and 
caseload records, review of case files, and in court observation.  The Agency shall 
make available to Contracting Authority its evaluation criteria and evidence that 
evaluations were conducted, although all evaluations are to be confidential between 
the Agency's director and the Agency attorney.   

 
XII. COMPENSATION AND METHOD OF PAYMENT 
 

A. For the term of this contract, the Contracting Authority shall pay the Agency a 
rate of $______ for the caseload specified on Worksheet A, plus or minus the 
variance agreed to in Section VII (Variance).  Payments will be made on a 
monthly basis.  It is possible that the actual amount of compensation will vary 
according to other terms of this Contract. The parties contemplate that 
attorneys working under this Contract will be compensated comparably to 
prosecutors of similar experience and responsibility. 

 
B. The Contracting Authority shall provide the Agency with a certification of 

case assignments 10 working days after the close of each calendar month.  
The Agency shall return the signed certification within 10 working days of 
receipt.  The Contracting Authority will pay the Agency by the 8th working 
day of the following month. 

 
C. If services in addition to those called for by this Contract are required because 

of unexpected increases in annual caseload(s), the Contracting Authority shall 
provide supplemental funding to the Agency at a rate to be negotiated which 
is commensurate with the rate paid under this Contract (or, in the event that 
new categories of cases (e.g. Capital cases or other Complex Litigation) are 
added, commensurate with the rate prosecutors receive for similar work) and 
the actual cost to the Agency of providing the extra service.  This provision in 
no way limits the right of the Agency to refuse to accept cases in excess of the 
agreed caseload and variance as described in Section VII (Variance). 

 
D. If the number of cases assigned by the Contracting Authority falls below the 

agreed caseload and variance, the Contracting Authority will remain liable for 
the full rate agreed unless it has complied with the provisions in Section XII 
(Request for Modifications). 

 
E. In the event of Agency failure to substantially comply with any items and 

conditions of this Contract or to provide in any manner the work or services as 
agreed to herein, the Contracting Authority reserves the right to withhold any 
payment until corrective action has been taken or completed.  This option is in 
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addition to and not in lieu of the Contracting Authority's right to termination 
as provided in Section XIX of this Contract. 

 
XIII. REQUESTS FOR CONTRACT MODIFICATIONS 

 
The Contracting Authority shall evaluate the number of cases assigned to the 
Agency and make projections as to the number of cases that will be assigned to the 
Agency in future months.  These projections will be provided to the Agency on a 
quarterly basis as specified in Section VII (Variance).  If the projection indicates 
that the cases assigned to the Agency will exceed the variance, the Contracting 
Authority will negotiate with the Agency for supplemental funding to cover the 
increased caseload, commensurate with the rate paid in this Contract and the actual 
cost of providing representation.  The Agency shall have the right without penalty 
to refuse to accept additional cases beyond the agreed caseload and variance in 
order to preserve its ability to manage the caseloads of its attorneys as specified in 
Section VII (Variance). 

 
If the Contracting Authority determines that forces beyond its control such as an 
unexpected decline in availability of cases for assignment will require  the number 
of cases assigned to the Agency to drop below the agreed caseload and variance, the 
Contracting Authority may request renegotiation of the rate to be paid under this 
contract in writing no less than 30 days prior to the date that any change would 
become effective.  Both parties agree in these circumstances to negotiate in good 
faith for a new rate proportionate to the rate paid under this Contract, taking into 
account the expenses incurred by the Agency and the Agency’s opportunity to 
realize cost savings and devote resources to other work. 

 
In addition, the Agency may submit a request for modification to the Contracting 
Authority in order to request supplemental funding if the Agency finds that the 
funding provided by the Contract is no longer adequate to provide the services 
required by the Contract.  Such a request shall be based on an estimate of actual 
costs necessary to fund the cost of services required and shall reference the entire 
Agency budget for work under this Contract to demonstrate the claimed lack of 
funding.  Contracting Authority shall respond to such request within 30 days of 
receipt.  Should such supplemental funding not be approved, Contracting Authority 
shall notify the Agency within 30 days of the finding of the request that the 
supplemental funds shall not be available. 

 
XIV. REPORTS AND INSPECTIONS 
 

The Agency agrees to submit to the Contracting Authority the following reports at 
the times prescribed below.  Failure to submit required reports may be considered a 
breach of this contract and may result in the Contracting Authority withholding 
payment until the required reports are submitted and/or invocation of the Corrective 
Action procedures in Section XVIII (Corrective Action). 

 



 103

A. Position Salary Profile 
 

The Agency shall submit to the Contracting Authority on the last working day in 
January and by the 15th day of the first month of each subsequent quarter, a profile 
of Full-Time Equivalent (FTE) positions for both legal and support staff who 
perform work on this Contract, distributed by type of case.  The report will 
designate the name and salary for each FTE employee in a format to be provided.  
The Contracting Authority will not release this information except as required by 
law.  If the employee splits his/her work between work under this Contract and 
other business, the report will indicate the amount of time that employee devotes to 
private matters compared to work under this Contract. 

 
B. Caseload Reports 

 
By the seventh day of the month, the Agency will report the number of cases 
completed in the past month, separated by category, to the Contracting Authority 
Administrator. 

 
C. Expenditure Reports 

 
Within 20 days of the last day of each calendar month, the Agency will certify to 
Contracting Authority a monthly report of the prior month's expenditures for each 
type of case handled, in the format to be provided.  Expenditure reporting shall be 
on an accrual basis. 

 
D. Annual Subcontract Attorney Use Report 

 
If the Agency uses any subcontract attorneys in accordance with Section XXI 
(Assignment and Subcontracting), the Agency shall submit to Contracting 
Authority a summary report. 

 
E. Bar Complaints 

 
The Agency will immediately notify the Contracting Authority in writing when it 
becomes aware that a complaint lodged with the [state Bar Association/disciplinary 
body] has resulted in reprimand, suspension, or disbarment of any attorney who is a 
member of the Agency’s staff or working for the Agency. 

 
F. Inspections 

 
The Agency agrees to grant the Contracting Authority full access to materials 
necessary to verify compliance with all terms of this Contract.  At any time, upon 
reasonable notice during business hours and as often as the Contracting Authority 
may reasonably deem necessary for the duration of the Contract and a period of five 
years thereafter, the Agency shall provide to the Contracting Authority right of 
access to its facilities, including those of any subcontractor, to audit information 
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relating to the matters covered by this Contract.  Information that may be subject to 
any privilege or rules of confidentiality should be maintained by the Agency in a 
way that allows access by the Contracting Authority without breaching such 
confidentiality or privilege.  The Agency agrees to maintain this information in an 
accessible location and condition for a period of not less than five years following 
the termination of this Contract, unless the Contracting Authority agrees in writing 
to an earlier disposition.  Notwithstanding any of the above provisions of this 
paragraph, none of the Constitutional, statutory, and common law rights and 
privileges of any client are waived by this agreement. The Contracting Authority 
will respect the attorney-client privilege.  

 
XV. ESTABLISHMENT AND MAINTENANCE OF RECORDS 
 

A. The Agency agrees to maintain accounts and records, including personnel, 
property, financial, and programmatic records, which sufficiently and properly 
reflect all direct and indirect costs of services performed in the performance of 
this Contract, including the time spent by the Agency on each case. 

 
B. The Agency agrees to maintain records that sufficiently and properly reflect 

all direct and indirect costs of any subcontracts or personal service contracts. 
Such records shall include, but not be limited to, documentation of any funds 
expended by the Agency for said personal service contracts or subcontracts, 
documentation of the nature of the service rendered, and records which 
demonstrate the amount of time spent by each subcontractor personal service 
contractor rendering service pursuant to the subcontract or personal service 
contract. 

 
C. The Agency shall have its annual financial statements relating to this Contract 

audited by an independent Certified Public Accountant and shall provide the 
Contracting Authority with a copy of such audit no later than the last working 
day in July. The independent Certified Public Accountant shall issue an 
internal control or management letter and a copy of these findings shall be 
provided to the Contracting Authority along with the annual audit report.  All 
audited annual financial statements shall be based on the accrual method of 
accounting for revenue and expenditures.  Audits shall be prepared in 
accordance with Generally Accepted Auditing Standards and shall include 
balance sheet, income statement, and statement of changes in cash flow. 

 
D. Records shall be maintained for a period of 5 years after termination of this 

Contract unless permission to destroy them is granted by the Contracting 
Authority. 

 
XVI. HOLD HARMLESS AND INDEMNIFICATION 
 

A. The Contracting Authority assumes no responsibility for the payment of any 
compensation, wages, benefits, or taxes by the Agency to Agency employees 
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or others by reason of the Contract.  The Agency shall protect, indemnify, and 
save harmless the Contracting Authority, their officers, agents, and employees 
from and against any and all claims, costs, and losses whatsoever, occurring 
or resulting from Agency's failure to pay any compensation, wages, benefits 
or taxes except where such failure is due to the Contracting Authority’s 
wrongful withholding of funds due under this Contract.. 

 
B. The Agency agrees that it is financially responsible and liable for and will 

repay the Contracting Authority for any material breaches of this contract 
including but not limited to misuse of Contract funds due to the negligence or 
intentional acts of the Agency, its officers, employees, representatives or 
agents.  

 
C. The Contracting Authority shall indemnify and hold harmless the Agency and 

its officers, agents, and employees, or any of them, from any and all claims, 
actions, suits, liability, loss, costs, expenses, and damages of any nature 
whatsoever, by reason of or arising out of any action or omission of the 
Contracting Authority, its officers, agents, and employees, or any of them, 
relating or arising out of the performance of this Contract.  In the event that 
any suit based upon such a claim, action, loss, or damage is brought against 
the Agency, the Contracting Authority shall defend the same at its sole cost 
and expense and if a final judgment is rendered against the Agency and the 
Contracting Authority and their respective officers, agents, and employees, or 
any of them, the Contracting Authority shall satisfy the same. 

 
XVII. INSURANCE 
 

Without limiting the Agency's indemnification, it is agreed that the Agency shall 
maintain in force, at all times during the performance of this Contract, a policy or 
policies of insurance covering its operation as described below. 

 
A. General Liability Insurance 

 
The Agency shall maintain continuously public liability insurance with limits of 
liability not less than:  $250,000 for each person, personal injury, $500,000 for each 
occurrence, property damage, liability, or a combined single limit of $500,000 for 
each occurrence, personal injury and/or property damage liability. 

 
Such insurance shall include the Contracting Authority as an additional insured and 
shall not be reduced or canceled without 30 days' prior written notice to the 
Contracting Authority.  The Agency shall provide a certificate of insurance or, upon 
written request of the Contracting Authority, a duplicate of the policy as evidence 
of insurance protection. 

 



 106

B. Professional Liability Insurance 
 

The Agency shall maintain or ensure that its professional employees maintain 
professional liability insurance for any and all acts that occur during the course of 
their employment with the Agency which constitute professional services in the 
performance of this Contract. 

 
For purposes of this Contract, professional services shall mean any services 
provided by a licensed professional. 

 
Such professional liability insurance shall be maintained in an amount not less than 
$1,000,000 combined single limit per claim/aggregate.  The Agency further agrees 
that it shall have sole and full responsibility for the payment of any funds where 
such payments are occasioned solely by the professional negligence of its 
professional employees and where such payments are not covered by any 
professional liability insurance, including but limited to the amount of the 
deductible under the insurance policy.  The Agency shall not be required to make 
any payments for professional liability, if such liability is occasioned by the sole 
negligence of the Contracting Authority.  The Agency shall not be required to make 
payments other than its judicially determined percentage, for any professional 
liability that is determined by a court of competent jurisdiction to be the result of 
the comparative negligence of the Agency and the Contracting Authority. 

 
Such insurance shall not be reduced or canceled without 30 days' prior written 
notice to the Contracting Authority.  The Agency shall provide certificates of 
insurance or, upon written request of the Contracting Authority, duplicates of the 
policies as evidence of insurance protection. 

 
C. Automobile Insurance 

 
The Agency shall maintain in force at all times during the performance of this 
contract a policy or policies of insurance covering any automobiles owned, leased, 
hired, borrowed or used by any employee, agent, subcontractor or designee of the 
Agency to transport clients of the Agency. 

 
Such insurance policy or policies shall specifically name the Contracting Authority 
as an additional insured.  Said insurance coverage shall be primary insurance with 
respect to the Contracting Authority, and any insurance, regardless of the form, 
maintained by the Contracting Authority shall be excess of any insurance coverage 
that the Agency is required to maintain pursuant to this contract. 

 
Automobile liability as stated herein shall be maintained at $500,000 combined 
single limit per accident for bodily injury and property damage. 
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D. Workers' Compensation 
 

The Agency shall maintain Workers' Compensation coverage as required by the 
[state statutory reference]. 

 
The Agency shall provide a certificate of insurance or, upon written request of the 
Contracting Authority, a certified copy of the policy as evidence of insurance 
protection. 

 
XVIII. EVALUATION GUIDELINES 
 

The Contracting Authority will review information obtained from the Agency to 
monitor Agency activity, including attorney caseloads, support staff/attorney ratios 
for each area of cases, the experience level and supervision of attorneys who 
perform Contract work, training provided to such attorneys, and the compensation 
provided to attorneys and support staff to assure adherence. 

 
XIX. CORRECTIVE ACTION 
 

If the Contracting Authority reasonably believes that a material breach of this 
Contract has occurred, warranting corrective action, the following sequential 
procedure shall apply: 

 
1. The Contracting Authority will notify the Agency in writing of the nature of 

the breach. 
 

2. The Agency shall respond in writing within five (5) working days of its 
receipt of such notification, which response shall present facts to show no 
breach exists or indicate the steps being taken to correct the specified 
deficiencies, and the proposed completion date for bringing the Contract into 
compliance. 

 
3. The Contracting Authority will notify the Agency in writing of the 

Contracting Authority's determination as to the sufficiency of the Agency's 
corrective action plan. The determination of the sufficiency of the Agency's 
corrective action plan will be at the discretion of the Contracting Authority 
and will take into consideration the reasonableness of the proposed corrective 
action in light of the alleged breach, as well as the magnitude of the deficiency 
in the context of the Contract as a whole. In the event the Agency does not 
concur with the determination, the Agency may request a review of the 
decision by the Contracting Authority Executive. The Contracting Authority 
agrees that it shall work with the Agency to implement an appropriate 
corrective action plan. 

 
In the event that the Agency does not respond to the Contracting Authority’s 
notification within the appropriate time, or the Agency's corrective action plan for a 
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substantial breach is determined by the Contracting Authority to be insufficient, the 
Contracting Authority may commence termination of this Contract in whole or in 
part pursuant to Section XIX (Termination and Suspension). 

 
In addition, the Contracting Authority reserves the right to withhold a portion of 
subsequent payments owed the Agency that is directly related to the breach of the 
Contract until the Contracting Authority is satisfied the corrective action has been 
taken or completed as described in Section XI (Compensation and Method of 
Payment). 

 
XX. TERMINATION AND SUSPENSION 
 

A. The Contracting Authority may terminate this Contract in whole or in part 
upon 10 days' written notice to the Agency in the event that –  

 
1. The Agency substantially breaches any duty, obligation, or service 

required pursuant to this Contract; 
 

2. The Agency engages in misappropriation of funds; or 
 

3. The duties, obligations, or services herein become illegal, or not 
feasible. 

 
Before the Contracting Authority terminates this Contract pursuant to Section  
XIX. A.1, the Contracting Authority shall provide the Agency written notice 
of termination, which shall include the reasons for termination and the 
effective date of termination. The Agency shall have the opportunity to submit 
a written response to the Contracting Authority within 10 working days from 
the date of the Contracting Authority's notice. If the Agency elects to submit a 
written response, the Contracting Authority Administrator will review the 
response and make a determination within 10 days after receipt of the 
Agency's response.   In the event the Agency does not concur with the 
determination, the Agency may request a review of the decision by the 
Contracting Authority Executive.  In the event the Contracting Authority 
Executive reaffirms termination, the Contract shall terminate in 10 days from 
the date of the final decision of the Contracting Authority Executive.  The 
Contract will remain in full force pending communication of the Contracting 
Authority Executive to the Agency.  A decision by the Contracting Authority 
Executive affirming termination shall become effective 10 days after it is 
communicated to the Agency.  

 
B. The Agency reserves the right to terminate this Contract with cause with 30 

days written notice should the Contracting Authority substantially breach any 
duty, obligation or service pursuant to this Contract. In the event that the 
Agency terminates this Contract for reasons other than good cause resulting 
from a substantial breach of this Contract by the Contracting Authority, the 
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Agency shall be liable for damages, including the excess costs of the 
procurement of similar services from another source, unless it is determined 
by the Contracting Authority Administrator that (i) no default actually 
occurred, or (ii) the failure to perform was without the Agency's control, fault 
or negligence. 

 
C. In the event of the termination or suspension of this Contract, the Agency 

shall continue to represent clients that were previously assigned and the 
Contracting Authority will be liable for any payments owed for the 
completion of that work.  The Agency will remit to the Contracting Authority 
any monies paid for cases not yet assigned or work not performed under the 
Contract.  The Contracting Authority Administrator may request that the 
Agency attempt to withdraw from any case assigned and not completed.  
Should a court require, after the Agency has attempted to withdraw, the 
appearance of counsel from the Agency on behalf of any client previously 
represented by the Agency where such representation is no longer the 
obligation of the Agency pursuant to the terms of this Contract, the 
Contracting Authority will honor payment to the Agency upon judicial 
verification that continued representation is required.  

 
D. In the event that termination is due to misappropriation of funds, non-

performance of the scope of services, or fiscal mismanagement, the Agency 
shall return to the Contracting Authority those funds, unexpended or 
misappropriated, which, at the time of termination, have been paid to the 
Agency by the Contracting Authority. 

 
E. Otherwise, this Contract shall terminate on the date specified herein, and shall 

be subject to extension only by mutual agreement of both parties hereto in 
writing. 

 
G. Nothing herein shall be deemed to constitute a waiver by either party of any 

legal right or remedy for wrongful termination or suspension of the Contract.  
In the event that legal remedies are pursued for wrongful termination or 
suspension or for any other reason, the non-prevailing party shall be required 
to reimburse the prevailing party for all attorney's fees. 

 
XXI. RESPONSIBILITY OF MANAGING DIRECTOR OF AGENCY 
 

The managing director of the Agency shall be an attorney licensed to practice law 
in the State of ______.  The managing director of the Agency shall be ultimately 
responsible for receiving or depositing funds into program accounts or issuing 
financial documents, checks, or other instruments of payment provided pursuant to 
this Contract. 
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XXII. ASSIGNMENT/SUBCONTRACTING 
 

A. The Agency shall not assign or subcontract any portion of this Contract 
without consent of the Contracting Authority.  Any consent sought must be 
requested by the Agency in writing not less than five days prior to the date of 
any proposed assignment or sub-contract, provided that this provision shall 
not apply to short-term personal service contracts with individuals to perform 
work under the direct supervision and control of the Agency.  Short-term 
personal service contracts include any contract for a time period less than one 
year.  Any individuals entering into such contracts shall meet all experience 
requirements imposed by this Contract.  The Contracting Authority shall be 
notified of any short-term contracts that are renewed, extended or repeated at 
any time throughout the Contract. 

 
B. The term "Subcontract" as used above shall not be read to include the 

purchase of support services that do not directly relate to the delivery of legal 
services under the Contract to clients of the Agency. 

 
C. The term "Personal Service Contract" as used above shall mean a contract for 

the provision of professional services that includes but is not limited to 
counseling services, consulting services, social work services, investigator 
services and legal services. 

 
XXIII. RENEGOTIATION 
 

Either party may request that the provisions of this Contract be subject to 
renegotiation. After negotiations have occurred, any changes that are mutually 
agreed upon shall be incorporated by written amendments to this Contract.  Oral 
representations or understandings not later reduced to writing and made a part of 
this agreement shall not in any way modify or affect this agreement. 

 
XXIV. ATTORNEYS’ FEES 
 

In the event that either party pursues legal remedies, for any reason, under this 
agreement, the non-prevailing party shall reimburse costs and attorneys' fees of the 
prevailing party. 

 
XXV. NOTICES 
 

Whenever this Contract provides for notice to be provided by one party to another, 
such notice shall be: 

 
1. In writing; and 
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2. Directed to the Chief Executive Officer of the Agency and the 
director/manager of the Contracting Authority department/division specified 
on page 1 of this Contract. 

 
Any time limit by which a party must take some action shall be computed from the 
date that notice is received by said party. 

 
XXVI. THE PARTIES' ENTIRE CONTRACT/WAIVER OF DEFAULT 
 

The parties agree that this Contract is the complete expression of the terms hereto 
and any oral representations of understanding not incorporated herein are excluded.  
Both parties recognize that time is of the essence in the performance of the 
provisions of this Contract. 

 
Waiver of any default shall not be deemed to be a waiver of any subsequent default.  
Waiver of a breach of any provision of this Contract shall not be deemed to be a 
waiver of any other subsequent breach and shall not be construed to be a 
modification of the terms of this agreement unless stated to be such through written 
mutual agreement of the parties, which shall be attached to the original Contract. 

 
XXVII. NONDISCRIMINATION 
 

During the performance of this Contract, neither the Agency nor any party 
subcontracting with the Agency under the authority of this Contract shall 
discriminate on the basis of race, color, sex, religion, national origin, creed, marital 
status, age, sexual orientation, or the presence of any sensory, mental, or physical 
handicap in employment or application for employment or in the administration or 
delivery of services or any other benefit under this agreement. 

 
The Agency shall comply fully with all applicable federal, state, and local laws, 
ordinances, executive orders, and regulations that prohibit such discrimination.  

 
XXVIII. CONFLICT OF INTEREST 
 

A. Interest of Members of Contracting Authority and Agency 
 

No officer, employee, or agent of the Contracting Authority, or the State of ______, 
or the United States Government, who exercises any functions or responsibility in 
connection with the planning and implementation of the program funded herein 
shall have any personal financial interest, direct or indirect, in this Contract, or the 
Agency. 

 
B. Interests of Agency Directors, Officers, and Employees 

 
The following expenditures of Contract funds shall be considered conflict of 
interest expenditures and prima facie evidence of misappropriation of Contract 
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funds without prior disclosure and approval by the Administrator of the Contracting 
Authority: 

 
1. The employment of an individual, either as an employee of the Agency or as 

an independent consultant, who is either:  (a) related to a director of the 
Agency;  (b) employed by a corporation owned by a director of the Agency, 
or relative of a director of the Agency.  This provision shall not apply when 
the total salary to be paid to the individual pursuant to his employment 
agreement or employment contract would be less than $1500 per annum. 

 
2. The acquisition or rental by the Agency of real and/or personal property 

owned or rented by either:  (a) an Agency officer, (b) an Agency director, (c) 
an individual related to an Agency officer or Agency director, or (d) a 
corporation owned by the Agency, an Agency director, an Agency officer, or 
relative of an Agency officer or director. 

 
Agreed: 
 
 
_____________________                                  _____________________________ 
Agency                                                                Contracting Authority 
 
 
Date:__________________                                Date:_______________________ 
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Worksheet A 
 
The Agency agrees to accept the following cases from the Contracting Authority for the 
duration of this Contract for the rates shown, subject to the terms of this Agreement: 
 

 
Case Type  

 
Annual Caseload 

 
Monthly Caseload 

 
Payment 

 
Adult Felony 

 
 

 
 

 
 

 
Adult Misdemeanor 

 
 

 
 

 
 

 
Juvenile Offender 

 
 

 
 

 
 

 
Juvenile Dependency 

 
 

 
 

 
 

 
Civil Commitment 

 
 

 
 

 
 

 
Misdemeanor Appeal 

 
 

 
 

 
 

 
[Specialty Courts; 
Other] 

 
 

 
 

 
 

 
Total: 

 
 

 
 

 
 

 
The Agency agrees to provide the following other services for the Contracting Authority 
for the rate shown, subject to the terms of this agreement: 
 
 
Service 

 
Payment 

 
Complex Litigation 

 
 

 
24 Hour Advisory Service 

 
 

 
In Custody Arraignments 

 
 

 
[Other] 

 
 

 
Total: 
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Appendix D 
Policies & Benchmarks for Defender Offices 
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Goal I, Objective 1:  
 

Representation should be available beginning at the time the individual is arrested or 
requested to participate in an investigation that has focused on him or her as a likely 
suspect, or feels him/herself to be the subject of an investigation, or at the request of 
someone acting in his or her behalf. 
 

Function Management Issue: AVAILABILITY/IMMEDIACY 
Planning Indicators: 

 
a. The Defender Office seeks to improve time of entry through law reform, 

litigation and/or change in scope of contract (if availability is formally 
restricted). 

b. Written policies exist concerning representation at: arrest; line-ups; 
interrogations; preliminary hearings; walk-ins; information dissemination; 
and, continuity of representation. 

c. Written and/or known procedures exist for implementing the policies. 
 

Organization Indicators: 
 

a. Positions are defined and designated within the office organizational 
structure to ensure defender availability. 

 
Administration Indicators: 

 
a. Someone has been delegated responsibility to ensure representation at: 

arrest; line-ups; interrogations; preliminary hearings; walk-ins; and, 
information dissemination. 

b. Activities of attorneys and support staff are observed and reviewed as they 
pertain to availability. 

c. Authority is delegated to individual attorneys to represent potential clients. 
 

Control Indicators: 
a. Staff is aware of procedures that make defenders available. 
b. Feedback is requested from all clients as to when they were initially 

represented. 
c. Statistics are maintained and periodically reviewed, updated and circulated 

to staff. 
d. Policies and procedures are periodically reviewed, updated and circulated 

to staff. 
e. Feedback is requested from clients as to the accessibility of the defender 

office. 
f. Jail checks are taken to ascertain if any individual desiring representation 

is overlooked. 
g. Local private attorneys are polled to determine when their client contacts 

them. 
h. Information regarding public transportation services is available at the 

defender office. 
i. Attorneys are available 24 hours a day. 
j. Answering services routes calls to appropriate attorney after normal 

working hours. 
k. Working hours of attorneys make it convenient for working people to visit 

the office (i.e., evening hours once a week). 
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Goal I, Objective 2: 
  

Representation should be provided to any individual who is eligible 
and desires representation. 
 

Function Management Issue: ELIGIBILITY 
Planning Indicators: 

 
a. Written policies exist concerning eligibility and partial eligibility. 
b. Written and/or informal procedures exist on the following: fair and 

equitable assessment of eligibility; recommendation of private attorneys to 
ineligible individuals; redress for individuals declared to be ineligible; 
implementation policies of partial eligibility (recoupment); provide 
representation until private counsel assumes responsibility for ineligible 
individuals. 

 
Organization Indicators: 

 
a. Positions are defined and designated within the office’s organizational 

structure to ensure that eligibility criteria are met and procedures followed. 
 

Administration Indicators: 
 

a. Activities of attorneys and support staff are observed and reviewed as they 
pertain to eligibility. 

b. Authority is delegated to individual staff members to ensure: eligibility 
criteria are followed; clients are provided redress from adverse decision; 

c. Ineligible clients are assisted in finding counsel. 
 

Control Indicators: 
 

a. Feedback is requested from individuals as to fairness or eligibility 
requirements. 

b. Office staff is questioned for its awareness of eligibility criteria. 
c. Policy statements are reviewed periodically for comprehensiveness, clarity 

and precision. 
d. Statistics are maintained for: individuals found to be ineligible; individuals 

who switch from private attorney to defender and defender to private 
attorney. 

e. Some “ineligible” cases are reviewed and discussed with the relevant staff 
member to ascertain the equity of the procedures. 

f. Recoupment collections are periodically reviewed. 
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Goal I, Objective 3:  
 

Representation should be available throughout all criminal and related proceedings at which 
an individual is faced with the possible deprivation of liberty or continued detention. 
 

Function Management Issue: SCOPE 
Planning Indicators: 

 
a. If the office is restricted from representing clients at all trial level 

proceedings there are efforts toward law reform or changes in scope of 
contract. 

b. Written and/or known policies exist concerning representation at: felony 
level; misdemeanor level; juvenile proceedings; mental health 
proceedings; diversion proceedings; disciplinary proceedings; institutional 
grievances; parole proceedings; extradition proceedings. 

c. Written or informal procedures exist for implementing these policies. 
 

Organization Indicators: 
 

a. Positions are defined and designated within the office’s organizational 
structure to provide free scope of representation. 

 
 

Administration Indicators: 
 

a. Someone has been delegated responsibility of ensuring that scope 
procedures are followed. 

b. Activities of attorneys and support staff are observed and reviewed as they 
pertain to scope. 

c. Authority is further delegated to individual attorneys to represent clients 
throughout the trial level proceedings. 

 
Control Indicators: 

 
a. Policies are reviewed on a periodic basis to ensure that they comply with 

the latest Supreme Court decisions. 
b. Policies and procedures are reviewed for comprehensiveness, clarity and 

precision. 
c. Office personnel are aware of the policies. 
d. Individuals who appear in court without counsel are interviewed to make 

sure they do not desire counsel. 
e. Implementation of procedures is observed and reviewed on a periodic 

basis. 
f. Defender office responds to client complaints. 
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Goal I, Objective 4:  
 

Representation should be available until all reasonable avenues of relief are exhausted. 
 

Function Management Issue: DURATION 
Planning Indicators: 

 
a. The defender office is making efforts in law reform, litigation, and/or 

change in scope of contract to ensure proper post-trial representation if it is 
restricted. 

b. Written and/or known policies exist concerning: appeal; parole 
proceedings; and, probation hearings. 

c. Written and/or known procedures exist for implementing these policies. 
 

Organization Indicators: 
 

a. Positions are defined and designated within the office’s organizational 
structure to ensure continuity of representation. 

 
Administration Indicators: 

 
a. Someone has been delegated responsibility to oversee post-trial 

representation. 
b. Activities of attorneys and support staff are observed and reviewed as they 

pertain to duration. 
c. Authority is delegated to individual attorneys to represent their clients in 

post-trial proceedings. 
 

Control Indicators: 
 

a. Defenders are aware of duration policies and procedures. 
b. Policies and procedures are reviewed and updated on a periodic basis. 
c. Client mail is reviewed to ascertain what post-trial representation is 

requested. 
d. Statistics are maintained and reviewed as to types of numbers of post-trial 

proceedings with and without representation; also, number of appeals filed 
on conviction. 

e. Familiarity of defenders with parole and probation staff and procedures is 
reviewed. 

f. Cases not appealed are reviewed for potential reconsideration. 
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Goal II, Objective 1A:  
 

Representation on behalf of clients should be competent. 
 

Function Management Issue: CASEFLOW MANGEMENT 
Planning Indicators: 

 
a. Policies exist for case flow management. 
b. Policies exist concerning: caseload limitations; and, plea-bargaining. 
c. Written or known procedures exist for: case assignment; case scheduling; 

establishment of case file; establishment of filing and indexing system; 
materials to be maintained in the case file; maintenance of a 
correspondence file; updating case file information; documentation of case 
preparation; establishment of a tickler system; maintenance of 
appointments via calendaring; closing case files; retention of closed cases; 
filing of motions; and, limitation of number of open cases per attorney. 

 
Organization Indicators: 

 
a. Positions are defined and designated within the office’s organizational 

structure to manage the flow management of cases. 
 

Administration Indicators: 
 

a. Someone has been delegated the responsibility to ensure that casework is 
handled competently. 

b. Activities of attorneys and support staff are observed and reviewed as they 
relate to case flow management. 

c. Authority is delegated to individuals to follow case management 
procedures. 

 
Control Indicators: 

 
a. Case status reports are maintained so that caseload of staff can be 

reviewed for disparities among staff and excessiveness of caseload. 
b. An individual to ensure filing procedures are followed reviews closed 

cases. 
c. Staff meetings are held to discuss new developments in criminal law and 

current problem cases. 
d. Case results are compared to those of private attorneys as to: dispositions; 

sentences; duration; and, bail. 
e. Office staff is questioned as to knowledge of case flow policies and 

procedures. 
f. Policies and procedures are periodically reviewed and updated. 
g. Feedback from office personnel is encouraged concerning improvements 

in case flow process. 
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Goal II, Objective 1B:  
 

Representation on behalf of clients should be competent. 
 

Function Management Issue: USE OF RESOURCES IN CASE PREPARATION 
Planning Indicators: 

 
a. Policies exist for use of resources in case preparation. 
b. Written and/or known procedures exist for: library acquisition and use; 

information retrieval; investigation of cases; calling expert witnesses; 
interviewing clients and witnesses; space allocation; equipment usage; 
attorney time records; and caseload limitations. 

 
Organization Indicators: 

 
a. Positions are defined and designated within the office’s organizational 

structure to ensure competent case preparation. 
 

Administration Indicators: 
 

a. Someone has been delegated the responsibility to ensure that cases are 
prepared competently and caseload is limited when necessary. 

b. Activities of attorneys and support staff are observed and reviewed as they 
relate to case preparation. 

c. Authority is delegated to individuals to follow case preparation 
procedures. 

 
Control Indicators: 

 
a. Private rooms are used to interview clients and witnesses. 
b. Interviewing techniques are reviewed and improved. 
c. Investigative techniques are reviewed and improved. 
d. The office is professional in appearance and well maintained. 
e. Computers and all other necessary office equipment are modern. 
f. A file of expert witnesses is maintained and kept current. 
g. Time records are maintained and used to determine caseload limitations. 
h. The office policies and procedures are periodically reviewed and updated. 
i. Feedback from office personnel is encouraged concerning improvements 

in use of office resources. 
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Goal II, Objective 2:  
 

Representation on behalf of clients should be zealous. 
 

Function Management Issue: COMMUNITY RESOURCES 
Planning Indicators: 

 
a. Written policies exist on defender offices obligation to clients. 
b. Written and/or known procedures exist concerning: dealing with clients’ 

non-legal needs; seeking diversion programs for clients; seeking 
alternative sentences for clients; maintaining information on community 
resources; and, processing and resolving client complaints. 

 
Organization Indicators: 

 
a. The organization is structured to provide alternatives to clients. 
 

Administration Indicators: 
 

a. Someone is delegated responsibility to ensure that alternatives are sought. 
b. Activities of attorneys and support staff are observed and reviewed as they 

pertain to zealousness. 
 

Control Indicators: 
 

a. Client complaints are investigated and resolved. 
b. Policies and procedures are periodically reviewed and updated. 
c. Procedures are familiar to the staff members. 
d. Attorneys are periodically surveyed as to their use of diversion and 

alternative sentencing. 
e. Community resources are sought and utilized. 
f. Community resources are surveyed as to their feelings of utilization to the 

defender office. 
g. Statistics are maintained and reviewed in such areas as: diversion referrals; 

civil suits; extraordinary writs; Federal Court appearances; and, 
interlocutory appeals. (All of these should contain original number sought 
and favorable/unfavorable outcomes). 
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Goal II, Objective 3 & 4:  
 

(3) Representation on behalf of clients should remain free from political influences;  
(4) Representation on behalf of clients should remain free from improper judicial control. 
 

Function Management Issue: POLITICAL INFLUENCE & JUDICIAL CONTROL 
Planning Indicators: 

 
a. Office makes efforts toward eliminating improper controls through law or 

legislative reform, altering scope of contract and/or discussing problem 
areas with appropriate people. 

b. Written policies exis t within the office concerning: efforts to deal with 
improper judicial or political controls; and, political affiliations and 
activities of staff. 

c. Written and/or known policies exist concerning: reporting attempts of 
control; existence of any political materials within the office; official 
backing of any political candidates by staff; case preparation and decisions 
as they relate to possible influence. 

 
Organization Indicators: 

 
a. Positions are defined and designated within an organizational structure to 

handle improper judicial or political control. 
b. Structure of the office keeps it insulated from political and judicial 

pressure. 
 

Administration Indicators: 
 

a. Someone is delegated the responsibility to ensure freedom from improper 
judicial or political control. 

b. Activities of attorneys and support staff are observed and reviewed as they 
pertain to control. 

 
Control Indicators: 

 
a. Memos are distributed to staff members, encouraging them to report any 

pressures applied to their case preparation. 
b. Meetings are arranged with both legislative and judicial people to discuss 

the proper role of the defender within the criminal justice system. 
c. Policies on control are circulated within the office periodically and update 

as needed. 
d. Advisory Board is used to buffer attempted pressure on office. 
e. Statistics are maintained on: contempt of court charges and reasons; staff 

removal and reasons; case shifts between attorneys and reasons; attempts 
at control. 

f. Annual report addresses issues of control, when appropriate. 
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Goal II, Objective 5:  
 

Representation should not be affected by racial, cultural, religious, gender or sexual 
orientation characteristics. 
 

Function Management Issue: NON-DISCRIMINATION 
Planning Indicators: 

 
a. Written policies exist concerning non-discrimination. 
b. Written and/or known policies exist concerning representation being 

provided without regard to racial, cultural, religious, gender or sexual 
orientation of the client. 

 
Organization Indicators: 

 
a. Positions are defined and designated within an organizational structure to 

handle considerations of discrimination. 
 

Administration Indicators: 
 

a. Someone is delegated the responsibility to ensure that representation is 
provided without discrimination. 

b. Activities of attorneys and support staff are observed and reviewed as they 
pertain to discrimination. 

 
Control Indicators: 

 
a. Office staff is periodically surveyed to ascertain knowledge of policies 

dealing with discrimination. 
b. Statistics are maintained on race and gender on: time interval between 

arraignment and disposition; bail status; final disposition; final sentence; 
number and type of motions filed; prior conviction record; original charge; 
and, final charge. 

c. Client complaints are investigated and responded to. 
d. Communication regularly transpires between the defender and community 

groups with an interest in discrimination. 
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Goal III, Objective 1:  
 

Defenders should contribute to the knowledge of the community about the adversarial process 
and the role of defense counsel. 
 

Function Management Issue: COMMUNITY EDUCATION 
Planning Indicators: 

 
a. Written policies exist concerning contributing to community awareness of 

the defender office and its role in the criminal justice system. 
b. Written and/or known policies exist concerning: responding to information 

requests from the community; providing informational pamphlets to the 
community; membership in community groups; acquainting the defender 
office with key leaders within the community; maintaining on-going 
relations with community groups, both friends and enemies; and, creating 
and maintaining a correspondence file for community contacts. 

 
Organization Indicators: 

 
a. Positions are defined and designated within an organizational structure in 

relation to contributing to community awareness. 
 

Administration Indicators: 
 

a. Someone is delegated the responsibility for coordinating community 
education activities. 

b. Activities of attorneys and support staff are observed and reviewed as they 
participated in community awareness activities. 

 
Control Indicators: 

 
a. Feedback from community groups requesting information or a speaker is 

sought and reviewed. 
b. Key members of the community and criminal justice system know chief 

Defender. 
c. Statistics are maintained on: groups sent information; groups office 

appeared before; media coverage of defender office events; number of 
office members actively involved in community groups; and, requests for 
materials. 

d. Information distributed to the public is reviewed, updated, and reprinted as 
needed. 

e. Community groups, both friends and enemies, are routinely contacted to 
see how interaction can be improved. 

f. A list of all community groups is maintained in the office. 
g. Policies and procedures on ensuring community awareness are reviewed 

and updated periodically. 
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Goal III, Objective 2:  
 

Defenders should seek to improve the criminal justice system and other components therein. 
 

Function Management Issue: SYSTEMIC IMPROVEMENT 
Planning Indicators: 

 
a. The defender office is actively seeking ways of improving the criminal 

justice system through legal reform, litigation, and/or changing the scope 
of their contract, where appropriate. 

b. Written policies exist on the duty of the defender office to promote and 
work for systemic improvements. 

c. Written and/or known policies exist concerning: reporting any 
maltreatment of clients by police or institutions; promoting understanding 
of defender activities throughout the criminal justice system; each 
defender staff’s role while acting in defender capacity; working with 
prosecutors and judges to ensure that client’s cases are heard and decided 
in a just manner; promoting reform in the criminal justice system, when 
needed. 

 
Organization Indicators: 

 
a. Positions are defined and designated within an organizational structure to 

monitor systemic improvements. 
 

Administration Indicators: 
 

a. Someone is delegated the responsibility to ensure that systemic 
improvement policies and procedures are followed. 

b. Activities of attorneys and support staff are observed and reviewed as they 
pertain to systemic improvements. 
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Additional Management Issues:  
 
Personnel, Training, Budgeting & Accounting 
 

Function Management Issue: PERSONNEL 
Planning Indicators: 

 
a. Written policies and procedures exist for: affirmative action programs; 

recruitment and selection; qualifications for each position; retention and 
promotion; termination; salaries and fringe benefits; parity with competing 
organizations; workload requirements; evaluation criteria; vacation; 
recoupment procedures; and time records. 

 
Organization Indicators: 

 
a. Each position is described, relationships with other positions described and 

responsibilities designated within an organizational structure. 
 

Administration Indicators: 
 

a. Someone is delegated the responsibility of handling personnel matters. 
b. Activities of attorneys and support staff are observed and reviewed 

according to the evaluation criteria established by the office. 
 

Control Indicators: 
 

a. Policies and procedures are reviewed with staff to ascertain equity and 
non-discrimination. 

b. Personnel criteria are periodically reviewed to avoid discrimination: from 
what sources does the defender office seek new staff members; 
recruitment of experienced staff is attempted; percentage of minority 
attorneys in the area is determined (Does this compare to percentage in 
defender office?); resumes are reviewed to ensure that they were not 
rejected due to race or gender; promotions are reviewed (what jobs 
opened? Who received promotion?); and, terminations are periodically 
reviewed with adequate documentation of good cause. 

c. Personnel criteria are reviewed to ensure freedom from improper judicial 
and political control, including: Chief Defender recruitment and selection 
based on non-partisan committee decision; staff is recruited and selected 
based on merit; and, retention and promotion is based on merit. 

d. Personnel are evaluated on a continual basis. 
e. Personnel manual is reviewed and updated as needed. 
f. Parity of salary with prosecutor office and private criminal counsel is 

sought. 
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Function Management Issue: TRAINING 
Planning Indicators: 

a. Written policies exist concerning the training of attorney and support staff. 
b. Written policies and procedures exist on: orientation of all personnel; 

entry-level training of all personnel; on-going training of all personnel; 
including private criminal attorneys in training efforts; involving other 
members of criminal justice to both provide and participate in training; 
attorney and staff provide training to office and others interested groups; 
and, distribute summaries of new court decisions which pertain to office. 

 
Organization Indicators: 

a. Positions are defined and designated within an organizational structure to 
handle training. 

 
Administration Indicators: 

a. Someone is delegated the responsibility to ensure training is provided. 
b. Activities of attorneys and support staff are observed and reviewed as to 

the provision and participation in training courses. 
c. Authority is further delegated to other individuals to prepare, provide, and 

review training courses. 
 

Control Indicators: 
a. New employees are introduced to staff members and appropriate criminal 

justice personnel. 
b. New Employees are given an office manual and have their responsibilities 

explained. 
c. Training is provided and procedures “walked through.” 
d. An experienced person observes new employees closely until they are 

capable of assuming full responsibility. 
e. Attorneys are observed in court to determine any areas of weakness.  

Training is planned around these areas. 
f. Staff meetings encourage discussion of difficult pending cases.  Closed 

cases are examined to see if next effort could be better. 
g. Support staff is observed in their roles to determine weak areas.  Training 

is planned around these areas. 
h. Attorneys are required to prepare a topic of interest and chair a discussion 

on it. 
i. External seminars are sought which would be of interest and personnel are 

sent. 
j. Possibilities for scholarships to seminars are investigated. 
k. Personnel records are reviewed to ensure all staff members are being 

provided training. 
l. Private criminal attorneys are invited to participate in defender training 

sessions. 
m. Members of the criminal justice system are invited to appear before 

defender training sessions. 
n. Defenders participate in training other members of criminal justice system. 
o. Training materials are reviewed and updated. 
p. Feedback from training sessions is requested as to relevance, length of 

class, and presentation. 
q. Training is at least comparable to that provided by the prosecutor’s office. 
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Function Management Issue: BUDGETING 
Planning Indicators: 

 
a. The defender office is making efforts to improve budgetary allotments 

through law reform, litigation, changing scope of contract and/or seeking 
approval of governing board. 

b. Written policies exist concerning budget. 
c. Written budgetary procedures exist on: projecting caseload; projecting of 

base unit cost; establishing priorities for requested increases; describing 
expected results; describing services provided, both present and future; 
fiscal data for each office/location; analyzing data (trend changes, 
improvements in services, changes in criminal justice system, costs per 
case, actual cost to estimated cost); accepting or rejecting local politically-
based contributions; and, review budget by governing board before 
submission to funding agency. 

 
Organization Indicators: 

 
a. Positions are defined and designated within an organizational structure to 

handle preparation of budget. 
 

Administration Indicators: 
 

a. Someone is delegated the responsibility to ensure budget is properly 
prepared. 

b. Activities of budget staff are observed and reviewed to ensure accuracy. 
c. Input is received from all concerned parties as to budget requirements and 

priorities. 
d. Authority is delegated to staff members  to prepare budget and to ensure 

there is backup knowledge in case of illness. 
 

Control Indicators: 
 

a. Defender office is expanding its services commensurate with budget 
appropriations. 

b. Defender office is providing all requested information for good budget 
preparation. 

c. Budget is presented in a clear and interesting manner. 
d. Federal grants are requested for some “special” programs so that funding 

agency can see results before approving additional funding. 
e. An outside accounting agency is asked to review budget for clarity and 

accuracy. 
f. Office decisions are made with financial information collected for budget 

into consideration. 
g. Budgetary policies and procedures are reviewed and updated on a periodic 

basis. 
h. “Backup” budgets are prepared in case initial funding is denied. 
i. Budget allotments are sufficient to carry out responsibilities of the office. 
j. Salaries are on parity with the prosecutor’s office and other private 

criminal attorney offices. 
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Function Management Issue: ACCOUNTING 
Planning Indicators: 

 
a. Governing board input is requested on reports produced 
b. Written policies exist concerning accounting. 
c. Written procedures exist concerning: financial statements; cash flow 

reports; budgeting; attorney time reports; case information reports; 
workload reports; collection of this information; maintenance and 
preparation of cash receipts, cash disbursements, general journal, payroll, 
general ledger, and client trust accounts. 

 
Organization Indicators: 

 
a. Positions are defined and designated within an organizational structure to 

handle accounting. 
 

Administration Indicators: 
 

a. Someone is delegated the responsibility to ensure accounting procedures 
are followed. 

b. Activities of accounting staff are observed and reviewed to ensure 
accuracy. 

c. Authority is delegated to other individuals to ensure that each section of 
accounting is properly prepared and that there is backup knowledge in 
case of illness. 

 
Control Indicators: 

 
a. Outside agency audits office records. 
b. Attorneys periodically to ensure accuracy review time records and 

workload reports. 
c. Allocated figures are reviewed monthly to ensure that office is not over-

spending in certain areas. 
d. Reports are periodically reviewed for accuracy and usefulness. 
e. Decisions are made based on information reports. 
f. Requests for accounting information can be provided quickly. 
g. New reports are designed and circulated to appropriate people to ascertain 

usefulness. 
h. An automated data-processing systems person to determine if replacement 

is appropriate has reviewed accounting procedures. 
i. Repair contracts are investigated and decided if a money savings based on 

“normal repair costs.” 
j. Office is on manufacturers’ mailing lists for their full line of equipment. 
 

 
 
 


