
Criminal Courts Administration
Indigence Assessment

CCA Judicial Aide
picks up indigence

forms

TCSO e-mails
CCA Judicial

Aides felony and
misdemeanor
court reports

Judicial Aide
stamps forms with
time/date stamp

Judicial Aide prints
out copies of court

reports

Judicial Aide
reviews forms

from current day
and verifies

custody status in
Tiburon CMS

Is defendant
still in jail?

NO

YES

Judicial Aide
writes release date
and disposition on

indigence form

Misdemeanor Indigence Form Review

Judicial Aide
places reviewed
forms in stack to

be copied (for
multiple causes)
and delivered to

County Clerk

Once a week,
Judicial Aide

delivers forms to
County Clerk

County Clerk files
forms in

appropriate case
folder based on
cause number

END

Misdemeanor
Report

Felony
Report

Judicial Aide
writes arrest date
on indigence form

Judicial Aide sorts
forms based on
whether case is
new or existing

Is case new?

NO

YES

Judicial Aide
places form in

folder for
appointment on

next business day

Judicial Aide
e-mails list of

defendant names
and cause

numbers to County
Attorney

County Attorney
process case and
files with County

Clerk

Judicial Aide prints
out e-mail for daily

records

Case
initiation
E-mail
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Criminal Courts Administration
Indigence Assessment

Misdemeanor Attorney Appointment

Judicial Aide
retrieves folder of

forms from
previous day

Attorney
recommendation

status
?

Judicial Aide
reviews forms and

verifies custody
status in Tiburon

CMS

Is defendant
still in jail?

NO

Judicial Aide
writes release date
and disposition on

indigence form
and marks off
court report

Judicial Aide
places reviewed
forms in stack to

be copied (for
multiple causes)
and delivered to

County Clerk

Once a week,
Judicial Aide

delivers forms to
County Clerk

County Clerk files
forms in

appropriate case
folder based on
cause number

END

YES /
UNDETERMINED

NO / ROA

Judicial Aide
confirms in

Tiburon CMS that
cause numbers
and charges are

complete and
accurate

On CJS 270
screen, Judicial

Aide verifies case
has been initiated
and determines

court assignment

On CJS 120
screen, Judicial
Aide prints out

criminal history on
pre-printed

Appointment Order
form

Appointment
Order form

On Attorney
Appointment form,

Judicial Aide
writes booking
number, court
number and

setting

In Appointment
Database, Judicial

Aide selects
appropriate

misdemeanor
offense and

attorney
requirements and

chooses next
eligible attorney

Judicial Aide
completes

Appointment
Database entry

On Appointment
Order form,
Judicial Aide

writes in attorney
information

Judicial Aide
completes Order

Appointing
Attorney form on
back of Indigence
form and stamps
with appropriate

court judge

Judicial Aide
places both

appointment forms
in stack to be
faxed later (in

batch) to attorneys

Judicial Aide faxes
forms to attorneys

END
On CJS 270

screen, Judicial
Aide enters the
court setting,

based on setting
calendar, and

attorney
information

At end of each
day, Judicial Aide
prints out report

from Appointment
Database for that
day and files with
court reports and

appointment forms

YES

3

Judicial Aide
writes arrest date
on indigence form

Judicial Aide
places completed
Order Appointing

Attorney forms in a
stack to be copied

(for multiple
causes) and
delivered to

County Clerk

Judicial Aide
delivers forms to

County Clerk

END



3
Judicial Aide

reviews forms and
verifies custody
status in Tiburon

CMS

Is defendant
still in jail?

NO

Judicial Aide
writes release date
and disposition on

indigence form

Judicial Aide
places reviewed
forms in stack to

be copied (for
multiple causes)
and delivered to

County Clerk

Once a week,
Judicial Aide

delivers forms to
County Clerk

County Clerk files
forms in

appropriate case
folder based on
cause number

END

YES

Criminal Courts Administration
Indigence Assessment

Misdemeanor Attorney Appointment (Continued)

Judicial Aide
writes arrest date
on indigence form

Judicial Aide
confirms in

Tiburon CMS that
cause numbers
and charges are

complete and
accurate

On CJS 270
screen, Judicial

Aide verifies case
has been initiated
and determines

court assignment

On CJS 270
screen, Judicial

Aide enters court
setting and inputs

ROA or Not
Qualified

comments

Judicial Aide
places completed
Order Appointing

Attorney forms in a
stack to be copied

(for multiple
causes) and
delivered to

County Clerk

Judicial Aide
delivers forms to

County Clerk

END



Criminal Courts Administration
Indigence Assessment

Felony Indigence Form Review & Attorney Appointment

CCA Judicial Aide
picks up indigence

forms

TCSO e-mails
CCA Judicial

Aides felony and
misdemeanor
court reports

Judicial Aide
stamps forms with
time/date stamp

Judicial Aide prints
out copies of court

reports

Judicial Aide
reviews forms

from current day
and verifies

custody status in
Tiburon CMS

Is defendant
still in jail?

NO

YES

Judicial Aide
writes release date
and disposition on

indigence form
and marks off
court report

Judicial Aide
places reviewed
forms in stack to

be copied (for
multiple causes)
and delivered to

District Clerk

Once a week,
Judicial Aide

delivers forms to
District Clerk

District Clerk files
forms in

appropriate case
folder based on
cause number

END

Misdemeanor
Report

Felony
Report

Judicial Aide
writes arrest date
on indigence form

Judicial Aide
places form in

folder for
appointment on

next business day

Judicial Aide
retrieves folder of

forms from
previous day

Is defendant
still in jail?

Judicial Aide
reviews forms and

verifies custody
status in Tiburon

CMS

NO

Recommendation
Status?

YES

5 NO

YES/
UNDETERMINED

6ROA

Judicial Aide
writes arrest date
on indigence form

Judicial Aide
confirms in

Tiburon CMS that
cause numbers
and charges are

complete and
accurate

On CJS 270
screen, Judicial

Aide checks
indictment status,
court setting and
attorney status

Is attorney on
file?

On CJS 120
screen, Judicial
Aide prints out

criminal history on
pre-printed

Appointment Order
form

 Appointment
Order form

On Attorney
Appointment form,

Judicial Aide
writes booking
number, court
number and

setting

In Appointment
Database, Judicial

Aide selects
appropriate felony

offense and
attorney

requirements and
chooses next

eligible attorney

7YES

NO

8
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Criminal Courts Administration
Indigence Assessment

Felony Attorney Appointment (Continued)

Judicial Aide
writes arrest date
on indigence form

Judicial Aide
confirms in

Tiburon CMS that
cause numbers
and charges are

complete and
accurate

On CJS 270
screen, Judicial

Aide checks
indictment status,
court setting and
attorney status

Is attorney on
file?

On CJS 120
screen, Judicial
Aide prints out

criminal history on
pre-printed

Appointment Order
form

 Appointment
Order form

On Attorney
Appointment form,

Judicial Aide
writes booking
number, court
number and

setting

In Appointment
Database, Judicial

Aide selects
appropriate felony

offense and
attorney

requirements and
chooses next

eligible attorney

YES

NO

7

Judicial Aide
places forms in

folder to review in
four days

After four days,
Judicial Aide
reviews forms
again to verify
custody status

Is defendant
still in jail?

NO

Judicial Aide
writes release date
and disposition on

indigence form

Judicial Aide
places reviewed
forms in stack to

be copied (for
multiple causes)
and delivered to

District Clerk

Once a week,
Judicial Aide

delivers forms to
District Clerk

District Clerk files
forms in

appropriate case
folder based on
cause number

END

YES

8
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Criminal Courts Administration
Indigence Assessment

Felony Attorney Appointment (Continued)

On CJS 270
screen, Judicial

Aide sets case on
CCA docket for 4

weeks out and
notes ROA in

comments field

Judicial Aide
inputs information

into ROA
Database

Judicial Aide
generates ROA

report daily

ROA Report

Judicial Aide faxes
ROA report to

court coordinators

Is
Defendant
indicted?

NO

YES

Is
Defendant
indicted?

Judicial Aide
checks defendant
status in 4 weeks

Is
Defendant still

in jail?

YES

YES

NO

NO

Judicial Aide faxes
defendant name,

cause number and
booking number to

court

END

Judicial Aide looks
up "out of jail

setting" date and
sets case on CCA
out of jail docket
for that setting

date in CJS

Judicial Aide
inputs information

into ROA
Database

Judicial Aide
generates ROA

report daily

ROA Report

Judicial Aide faxes
ROA report to

court coordinators

Court coordinator
sets case within

CJS

END

END
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Criminal Courts Administration
Indigence Assessment

Felony Attorney Appointment (Continued)

Judicial Aide
completes

Appointment
Database entry

On Appointment
Order form,
Judicial Aide

writes in attorney
information

Judicial Aide
completes Order

Appointing
Attorney form on
back of Indigence
form and stamps

with the 167th
District Court

judge's signature

Judicial Aide
places both

appointment forms
in stack to be
faxed later (in

batch) to attorneys

Judicial Aide faxes
forms to attorneys

END
On CJS 270

screen, Judicial
Aide enters the
court setting,

based on setting
calendar, and

attorney
information

At end of each
day, Judicial Aide
prints out report

from Appointment
Database for that
day and files with
court reports and

appointment forms

Judicial Aide
places completed
Order Appointing

Attorney forms in a
stack to be copied

(for multiple
causes) and
delivered to
District Clerk

Judicial Aide
delivers forms to

District Clerk

END

On CJS 270
screen, Judicial
Aide checks last

setting and
appointment date

to determine
attorney

appointment

Based on
appointment date,

Judicial Aide
determines

whether or not to
appoint the same

attorney

On CJS 120
screen, Judicial
Aide prints out

criminal history on
pre-printed

Appointment Order
form

Appointment
Order form

On Attorney
Appointment form,

Judicial Aide
writes booking
number, court
number and

setting

In Appointment
Database, Judicial

Aide selects
appropriate felony

offense and
attorney

requirements and
chooses next

eligible attorney
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Criminal Courts Administration
Indigence Assessment

Felony Attorney Appointment (Continued)

Judicial Aide
completes

Appointment
Database entry

On Appointment
Order form,
Judicial Aide

writes in attorney
information

Judicial Aide
completes Order

Appointing
Attorney form on
back of Indigence
form and stamps

with the 167th
District Court

judge's signature

Judicial Aide
places both

appointment forms
in a stack to be
faxed later (in

batch) to attorneys

Judicial Aide faxes
forms to attorneys

END
On CJS 270

screen, Judicial
Aide enters the
court setting,

based on setting
calendar, and

attorney
information

At the end of each
day, Judicial Aide
prints out a daily
report from the
Appointment

Database, which is
filed with court

reports and
appointment forms
and faxed to each
court coordinator

Judicial Aide
places completed
Order Appointing

Attorney forms in a
stack to be copied

(for multiple
causes) and
delivered to
District Clerk

Judicial Aide
delivers forms to

District Clerk
END

Database
report



Criminal Courts Administration
Indigence Assessment

Attorney ContactBench Appointments

Judge makes
appointment of
attorney in court

Court Coordinator
notifies CCA

Judicial Aide of
bench

appointment
through various
means (shared

network document,
e-mail, phone, fax
or hand delivery

Judicial Aide
inputs

appointment
information into

Appointment
Database

Judicial Aide files
bench

appointment forms

END

Attorney receives
notice of

appointment and
makes contact
with defendant
within 24 hours

Within 72 hours of
appointment

notice, attorney
should fax or

deliver in person
confirmation sheet

to CCA

Judicial Aide
inputs contact date

information into
Appointment

Database

Judicial Aide files
contact

confirmation sheet

Each Friday,
Judicial Aides

generate a report
showing which
attorneys have
failed to provide

contact
information

Judicial Aide uses
a Word template

document to
generate a letter to

the attorney

Judicial Aide faxes
the letter and the
relevant portion of
the report to the

attorney

END

Appointment
Order form

Attorney receives
notice and

responds by
contacting CCA

with contact date
information


