2009 COJET Compliance Report


	
	2009 COJET COMPLIANCE REPORTING FORM INSTRUCTIONS

	
	

	
	(BEFORE YOU COMPLETE THIS FORM - Please save this file to your hard drive.) 

	
	

	
	PLEASE READ INSTRUCTIONS

	1.
	Thank you for taking the time to complete this form.  Please answer only the questions that apply to your court or probation department.  Per AO 2009-01, “The continuing judicial education and training requirements established in the Arizona Code of Judicial Administration (ACJA) Section 1-302 for all employees in the Judicial Branch, except judicial officers, are reduced by fifty percent to 8 hours, and the core curricula requirements provided in ACJA Section 1-302.K.2 are suspended for calendar year 2009..."  Therefore, training coordinators will not report core curriculum attendance in 2009.  All judicial officers, (including judges, commissioners, hearing officers, full-time judges pro tempore) are subject to a minimum 16 hours including ethics, and any other requirement mandated by COJET specific to their individual job category. 

	
	

	2.
	Enter your answers in the white and green spaces provided in column "C" of the report. (Please do not use ALL CAPS or abbreviations when typing information.)  All full and part-time personnel who have worked through December 31, 2009 should report.  Temporary and on-call personnel, other than judges and law clerks, are automatically exempt from reporting compliance unless ordered to participate in training by their respective chief judge or presiding judge.

	
	

	3.
	Complete the following additional forms as applicable: Compliance Report; Non-compliant Employees; Exempt Employees; Sponsored Programs.  You will be directed to these forms as you complete the reporting form. (Use only the forms provided online.)

	
	

	4.
	Questions 14-26.  Compliance Reporting by Job Category:  Enter the number compliant, non-compliant and exempt, and the Total Employees Reported, for each job category.  Also enter the number of employees who completed ethics.  Note, due to the 16 hour (non-reduced) requirement for judicial staff who also serve as Civil Traffic Hearing Officers, a separate staff reporting category has been added in the report. (See question 21.)

	
	

	5.
	Questions 18 and 19.  Limited Jurisdiction Part/time and On-call Judicial Officers: Only the County Coordinator will complete this section, as applicable.  (Please ensure "affidavits of completion" are sent to the presiding judge for all required training.) 

	
	

	6.
	Question 27.  Defensive Tactics (DT) Training Requirement: As applicable, answer the questions to indicate the number of employees in safety sensitive positions who attended 40-hour initial training, 8-hour refresher, or are awaiting training or did not complete DT training in 2009.  (This information should reflect compliance reporting numbers in the respective job category in questions 14-26.)  

	
	

	7.
	Retain a signed copy of your report for up to 5 years.  SAVE, and submit this file and all appropriate reporting listings electronically to the Education Services Division as an email attachment, by Friday, January 29, 2010.  

	
	

	8.
	Check your numbers for accuracy before submitting your electronic report!

	
	

	9.
	Fax or email Vikki Murillo a copy of the following additional documents, as appropriate: exemption approval letter, and if applicable, a letter from presiding judge or chief judge designating the authority to approve exemptions. vmurillo@courts.az.gov / Fax: (602) 307-1247

	
	

	10.
	Avoid last minute complications and delays - SUBMIT YOUR REPORT EARLY!


	
	B
	C

	COJET Annual Compliance Report
	Type your information Below

	1.
	TRAINING COORDINATOR NAME:
	 

	2.
	PERSON COMPLETING THIS REPORT: (Answer if you are NOT the designated Training Coordinator.)
	 

	3.
	COUNTY NAME:
	 

	4.
	YOUR COURT OR PROBATION DEPARTMENT NAME:
	 

	5.
	TYPE ALL COURT(S)/DEPARTMENT(S) YOU ARE REPORTING ON THIS FORM:                                                       
	 

	
	 
	Type Your Answer in the white space provided to left.                  

	6.
	DO YOU HAVE NON-COMPLIANT EMPLOYEES? (YES/NO)                                                                                (If yes, complete the "Non-Compliant Employee” form. (See Word file online.)  Email completed form(s) as attachment in an email, to the Education Services Division.
	 

	7.
	DO YOU HAVE EXEMPT EMPLOYEES?  (YES/NO)                                                                                                 (If yes, complete the "Exempt Employee” form. (See Word file online.)  Email completed form(s) as attachment in an email, to the Education Services Division.
	 

	8.
	DID YOUR COUNTY SUPERIOR COURT PRESIDING JUDGE DELEGATE AUTHORITY TO A DESIGNEE FOR APPROVAL OF EXEMPTIONS FROM COMPLIANCE? (YES/NO)                                                       If yes, answer next question. (per ACJA §1-302, H.2 and I.2b.) 
	 

	9.
	NAME THE DESIGNEE(S) RECEIVING APPROVAL AUTHORITY.                                                        Please fax the letter of approval to Education Services Division at (602) 307-1247. (if applicable)
	 

	10.
	ANSWER THIS QUESTION IF YOU REPORTED EXEMPT EMPLOYEES:   (YES/NO)                                                                                                                                                                                                 I certify that personnel reported/listed as "Exempt from Compliance" on this report have "demonstrated a good faith effort to comply by acquiring the required COJET credit hours on a pro rata basis per quarter actively worked", and have a written exemption from the chief justice, the chief judge, the presiding judge of the superior court or a designee meeting the requirements for an exemption (per ACJA §1-302, H.3. and AO 2009-01.)
	 

	
	 
	 

	
	SPONSORED PROGRAMS: 
	 

	11.
	DID YOUR COURT/DEPARTMENT OFFER LOCALLY SPONSORED CLASSES IN 2009? (YES/NO)          If yes, complete the "sponsored programs" form (See Word file online) and list your locally sponsored programs. Then, answer question 12.  Email completed form(s) as attachment in an email, to the Education Services Division.
	 

	12.
	TOTAL NUMBER OF LOCALLY SPONSORED CLASSES OFFERED IN 2009?                                                                   Enter in the blue box on this line the total number from column “C” of the sponsored programs form.  This number reflects the number of times each class was offered.
	

	13.
	TOTAL ANNUAL LOCAL SPONSORED TRAINING HOURS OFFERED?                                              Enter in the orange box on this line the total number from column “D” of the sponsored programs form. This number includes the total number of accredited hours x number of times class offered, (column B x C=D)   
	

	
	 
	 

	
	QUESTIONS 14-26. COMPLIANCE REPORTING BY JOB CATEGORY:  Indicate the number of employees compliant, non-compliant, exempt, and number who completed, ethics.  The Total Employees Reported should equal the number reported compliant + non-compliant + exempt.) Complete only information applicable to your local court or department.                                                                                                  
	 

	
	Definition of Compliant: Employee completed all COJET requirements in calendar year, per date of hire.
	 

	
	Definition of Non-Compliant: Employee did not complete all COJET requirements in calendar year and does not qualify for an exemption from compliance.
	 

	
	Definition of Exempt:  Employee did not complete all COJET requirements this calendar year due to temporary circumstance; though did obtain the required prorated hours per quarter actively worked AND did receive a written exemption from compliance by the chief justice, chief judge, the presiding judge of the superior court or authorized designee.
	 

	
	Ethics: Report per job category the number of employees who completed ethics. 
	 

	
	 
	 

	14.
	APPELLATE COURT JUDGES: (Supreme Court, Court of Appeals I and II)
	 

	
	COMPLIANT 
	 

	
	NON-COMPLIANT
	 

	
	EXEMPT
	 

	
	TOTAL EMPLOYEES REPORTED  
	

	
	NUMBER WHO COMPLETED ETHICS
	

	
	 
	

	15.
	SUPERIOR COURT JUDICIAL OFFICERS:                                                                                                                                      (e.g. Judges, Commissioners, Hearing officers, full and part-time Pro tems)                                                                                 
	

	
	COMPLIANT 
	

	
	NON-COMPLIANT
	

	
	EXEMPT
	

	
	TOTAL EMPLOYEES REPORTED  
	

	
	NUMBER WHO COMPLETED ETHICS
	

	
	 
	

	16.
	JUSTICE OF THE PEACE COURT JUDICIAL OFFICERS                                                                                                                                                           (e.g. Judges, Hearing Officers, full-time Pro tems )                            
	

	
	COMPLIANT 
	

	
	NON-COMPLIANT
	

	
	EXEMPT
	

	
	TOTAL EMPLOYEES REPORTED  
	

	
	NUMBER WHO COMPLETED ETHICS
	

	
	 
	


	17.
	MUNICIPAL COURT JUDICIAL OFFICERS:                                                                                                                                                                                        (e.g. Judges, Magistrates, Hearing Officers, full-time Pro tems)
	

	
	COMPLIANT 
	

	
	NON-COMPLIANT
	

	
	EXEMPT
	

	
	TOTAL EMPLOYEES REPORTED  
	

	
	NUMBER WHO COMPLETED ETHICS
	

	
	 
	

	 
	THIS SECTION REPORTED BY COUNTY COORDINATOR ONLY
	

	
	 
	

	18.
	JUSTICE OF THE PEACE COURT PART-TIME/ON-CALL JUDICIAL OFFICERS                             (Report only those with training requirements.  This includes training required as designated by the county presiding judge.)                                                               
	

	
	COMPLIANT 
	

	
	NON-COMPLIANT
	

	
	EXEMPT
	

	
	TOTAL EMPLOYEES REPORTED  
	

	
	NUMBER OF PRO TEMS APPOINTED IN CALENDAR YEAR 2009.
	

	
	NUMBER OF PRO TEMS APPOINTED IN CALENDAR YEAR 2009 WHO MET COMPUTER-BASED TRAINING REQUIREMENTS. 
	

	19.
	MUNICIPAL COURT PART-TIME/ON-CALL JUDICIAL OFFICERS:                                                    (Report only those with training requirements.  This includes training required as designated by the county presiding judge.)                                                                      
	

	
	COMPLIANT 
	

	
	NON-COMPLIANT
	

	
	EXEMPT
	

	
	TOTAL EMPLOYEES REPORTED  
	

	
	NUMBER APPOINTED IN CALENDAR YEAR 2009.
	

	
	NUMBER OF PRO TEMS APPOINTED IN CALENDAR YEAR 2009 WHO MET COMPUTER-BASED TRAINING REQUIREMENTS. 
	

	
	 
	

	
	
	

	20.
	STAFF: (all non-judge, non-hearing officer*, non-probation, non-surveillance and non-detention officer employees.  *If staff also serves as a hearing officer on a part-time basis, report in question 21.
	

	
	COMPLIANT 
	

	
	NON-COMPLIANT
	

	
	EXEMPT
	

	
	TOTAL EMPLOYEES REPORTED  
	

	
	NUMBER WHO COMPLETED ETHICS
	

	
	 
	


	21.
	STAFF WHO ALSO SERVE AS A CIVIL TRAFFIC HEARING OFFICER:
	

	
	COMPLIANT 
	

	
	NON-COMPLIANT
	

	
	EXEMPT
	

	
	TOTAL EMPLOYEES REPORTED  
	

	
	NUMBER WHO COMPLETED ETHICS
	

	
	 
	

	22.
	ADULT PROBATION OFFICERS:
	

	
	COMPLIANT 
	

	
	NON-COMPLIANT
	

	
	EXEMPT
	

	
	TOTAL EMPLOYEES REPORTED  
	

	
	NUMBER WHO COMPLETED ETHICS
	

	
	 
	

	23.
	ADULT SURVEILLANCE OFFICERS:
	

	
	COMPLIANT 
	

	
	NON-COMPLIANT
	

	
	EXEMPT
	

	
	TOTAL EMPLOYEES REPORTED  
	

	
	NUMBER WHO COMPLETED ETHICS
	

	
	 
	

	24.
	JUVENILE PROBATION OFFICERS:
	

	
	COMPLIANT 
	

	
	NON-COMPLIANT
	

	
	EXEMPT
	

	
	TOTAL EMPLOYEES REPORTED  
	

	
	NUMBER WHO COMPLETED ETHICS
	

	
	 
	

	25.
	JUVENILE SURVEILLANCE OFFICERS:
	

	
	COMPLIANT 
	

	
	NON-COMPLIANT
	

	
	EXEMPT
	

	
	TOTAL EMPLOYEES REPORTED  
	

	
	NUMBER WHO COMPLETED ETHICS
	

	
	 
	

	26..
	JUVENILE DETENTION OFFICERS:
	

	
	COMPLIANT 
	

	
	NON-COMPLIANT
	

	
	EXEMPT
	

	
	TOTAL EMPLOYEES REPORTED  
	

	
	NUMBER WHO COMPLETED ETHICS
	

	
	 
	

	27.
	DEFENSIVE TACTICS (DT) TRAINING REQUIREMENT: Report below any employee in a safety sensitive position required to complete defensive tactics training per ACJA §1-302, L. (may include officers, non-officers, community restitution workers, etc...)  These individuals should also be reported in their respective job categories above as compliant, non-compliant or exempt (questions 14-26.)         
	

	
	Count individuals only once even if they exceed the minimum training requirement. 
	

	
	NUMBER WHO ATTENDED 40-HOUR DEFENSIVE TACTICS TRAINING
	

	
	NUMBER AWAITING 40-HOUR DEFENSIVE TACTICS TRAINING
	

	
	NUMBER WHO ATTENDED 8-HOUR DEFENSIVE TACTICS TRAINING
	

	
	NUMBER WHO DID NOT COMPLETE DEFENSIVE TACTICS AND ARE NON-COMPLIANT
	

	
	NUMBER WHO DID NOT COMPLETE DEFENSIVE TACTICS TRAINING, RECEIVED A PERMANENT OR TEMPORARY MEDICAL WAIVER, AND REQUESTED AN EXEMPTION FROM COMPLIANCE FROM THE COUNTY SUPERIOR COURT PRESIDING JUDGE (or appointed designee, per ACJA §1-302).  These individuals should complete a minimum of 16 COJET training hours, including all job requirements.  (Please report them in their appropriate job categories previously listed.)
	

	
	NUMBER WHO DID NOT COMPLETE DEFENSIVE TACTICS TRAINING DUE TO OTHER REASONS   (Military duty, extended leave, other reasons)  - These individuals should: 1) complete a minimum of 2 credit hours per quarter actively worked and 2) request an "exemption from compliance" from their county superior court presiding judge or appointed designee (per ACJA §1-302). Otherwise, they will be considered non-compliant rather than exempt. (Please report them in their appropriate job categories previously listed.)
	

	
	TOTAL EMPLOYEES REQUIRED TO ATTEND DEFENSIVE TACTICS TRAINING
	

	
	 
	

	28.
	APPROVAL:
	

	
	I CERTIFY THAT THE LOCAL APPROVING AUTHORITY (Judge, Chief Probation Officer, Juvenile Court Director or designee) HAS REVIEWED AND APPROVED THIS REPORT PRIOR TO SUBMISSION. (YES/NO)
	

	
	 
	

	29.
	APPROVING AUTHORITY:
	

	
	NAME:
	

	
	POSITION: 
	

	
	DATE:
	

	
	 
	

	
	SIGNATURE OF APPROVING AUTHORITY: (Print a hard copy and local authority sign here)
	

	
	
	 

	30.
	PLEASE SAVE YOUR INFORMATION ON YOUR HARD DRIVE    and send the file as an attachment in your email, to Vikki Murillo at vmurillo@courts.az.gov by January 29, 2010.  For additional information, contact Vikki, Training Coordinator Liaison, at (602) 452-3005.
	


