
 
 

 

 
 
 

Cheboygan County Board of Commissioners 
 

MISSION STATEMENT 

Cheboygan County officials and staff will strive to provide public services in an 
open and courteous manner and will responsibly manage county resources. 

 

 
May 24, 2016 

9:30 a.m. 
Agenda 

 
 

1. Call to Order 
 

2. Roll Call 

 
3. Invocation/Pledge of Allegiance 

 
4. Approve Agenda 

 
5. CITIZENS COMMENTS 

 
6. SCHEDULED VISITORS/DEPARTMENT REPORTS 

A. Certificates of Appreciation for Fair Board – Dan Frazier and Don Spray 
B. Judge Maria Barton - 89

th
 District Court 2015 Annual Report 

C. Judge Scott Pavlich - 53
rd

 Circuit Court 2015 Annual Report 
D. County Treasurer Linda Cronan – County Treasurer 2015 Annual Report 

  
7. ADMINISTRATOR’S REPORT 

 
8. OLD BUSINESS 

 
9. NEW BUSINESS 
 A. Cheboygan County Council on Aging Letter of Recommendation – NEMCSA 
 B. 2017 Bryne JAG Grant 
 C. 2016 Salary & Wage Resolution Amendment #4 – Probate Court Finance Officer 

           Probate Court Recorder/Deputy Register 
10. BOARD MATTERS FOR DISCUSSION  

 
11. CITIZENS COMMENTS 

 
12. BOARD MEMBER COMMENTS 
 
13. ADJOURN TO THE CALL OF THE CHAIR 



 

 

89TH DISTRICT COURT 
 

2015 Annual Report 

 

Cheboygan County  
Maria I. Barton   
District Court Judge   
P.O. Box 70          
County Building  
Cheboygan, MI 49721 
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Mission Statement  89th DISTRICT COURT 
 
 
 
 
 

Mission Statement 
 

The 89th Judicial District Court will serve the public in an  
informed, efficient manner, with equal treatment for all, 
according to the law.  Employees strive to work as a team 

with a common goal of public service. 
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Judge and Court Personnel  89th DISTRICT COURT 
 
 
Judge Maria I. Barton – Judge Maria I. Barton was elected to the 89th District Court in 2008 and took office in 
2009.  Prior to her election, Judge Barton served as the Straits Area Narcotics Enforcement Prosecutor for 16 
years.  Judge Barton received the Prosecutors Service Award in 2008 in recognition of her 15 years of public 
service.  In 2008, Senator Carl Levin recognized her as “Crime Fighting Mom of the Year” for her service to 
fighting crime in Northern Michigan.  After graduating from Ohio University with a Bachelor’s Degree in Business 
Administration, she completed her law degree at the University of Toledo, College of Law.  Judge Barton lives in 
Indian River with her husband David and daughter Cassie. 
 
Court Administrator/Court Clerk Jodi Barrette – Jodi Barrette was hired in March 1989 as Criminal Clerk 
for the 89th District Court.  In 1993 she became a State of Michigan Certified Electronic Operator and received her 
State of Michigan Certificate for Electronic Recording in April of 2001.  She was appointed Court 
Administrator/Judicial Secretary in June of 2005.  In May 2009, Ms. Barrette graduated from Michigan State 
University with a certificate in Judicial Administration.  She is a State of Michigan Certified Notary.  She is a 
member of the Michigan Court Administrators Association. 
 
Deputy Criminal Clerk Deborah Keller – Deborah Keller was hired part-time in December of 1989 and 
became a full-time Traffic Clerk in June of 1990.  In February of 1994, she was assigned to the position of Criminal 
Clerk.  Ms. Keller also serves as the Jury Clerk for the 89th District Court.  In April 2001, Ms. Keller received her 
State of Michigan Certified Electronic Operator certificate.  She is also a State of Michigan Certified Notary and is 
also PBT Certified.  Ms. Keller graduated from North Central Michigan College with an Associate’s Degree in 
Business. 
 
Deputy Civil Clerk Tracy Lindsay – Tracy Lindsay began employment in February 1994.  In April 2001, Ms. 
Lindsay received her State of Michigan Certified Electronic Operator certificate and was appointed Deputy Court 
Recorder in June 2005.  In February 2006, Ms. Lindsay received her State of Michigan Certificate for Electronic 
Recording.  Recently, she was appointed to the Civil Clerk position. Ms. Lindsay graduated from Marquette 
University with a Bachelor’s Degree in Journalism 
 
Court Recorder/Deputy Civil Clerk Christine Hartman –Christine Hartman began employment in 
October 2001 as the Criminal Clerk for the 89th District Court.  In 2011 she was appointed Court Recorder/Deputy 
Civil Clerk.  She is a State of Michigan Notary Public.  In October of 2003, Ms. Hartman received her State of 
Michigan Certified Electronic Operator certificate and her State of Michigan Certificate for Electronic Recording in 
2006. 
 
Magistrate Liz Stankewitz – Liz Stankewitz began employment with the 89th District Court in January 2009 as 
Deputy Civil/Traffic Clerk for the 89th District Court.  Prior to her employment in District Court, she had served as 
the Officer Manager for the Cheboygan County Prosecutor’s Office for five years.  In July 2009 she was appointed 
as full-time Magistrate/Traffic Clerk.  Ms. Stankewitz is a member of the Michigan Association of District Court 
Magistrates.  Ms. Stankewitz is a Certified Electronic Operator in the State of Michigan and is also PBT Certified. 
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Court Personnel Continued  89th DISTRICT COURT 
 
 
Chief Probation Officer Kim Youngs – Kim Youngs began employment with the 89th District Court in 
January 2009 as Probation Officer.  Ms. Youngs has become certified through Redwood Toxicology Laboratory for 
collections of specimens for drug testing purposes and is also PBT Certified. Prior to her employment in the 
District Court, Ms. Youngs was the Victims Advocate for the Cheboygan County Prosecutor for five years.  Ms. 
Youngs is a member of the Michigan Association of District Court Probation Officers.   In May of 2011, Ms. Youngs 
received her State of Michigan Certified Electronic Operator certificate.  In January 2016, she was appointed Chief 
Probation Officer.    
 
Deputy Criminal Clerk Mellisa LaLonde – Mellisa LaLonde began employment in September 2009 as a 
part-time Traffic/Civil Deputy Clerk.  In October of 2011, Ms. LaLonde received her State of Michigan Certified 
Electronic Operator certificate.  She is a State of Michigan Certified Notary.  She is currently the Deputy Clerk in 
the Criminal Division working full-time.  
 
Probation Officer/Court Officer/Assistant Magistrate Dale Selin – Dale Selin began employment in 
October 2010.  His duties include the transportation of inmates to/from the jail for court hearings, Law 
Enforcement Information Network (LEIN) coordinator/trainer for the court, as well as working with the Sheriff’s 
Department to provide court security.   In December 2010, Mr. Selin was appointed as Assistant Magistrate 
completing all training in March 2011.   In May of 2011, Mr. Selin received his State of Michigan Certified 
Electronic Operator certificate.  Mr. Selin served as Lt. Commander of the Cheboygan Post and SANE drug team 
before retiring from the Michigan State Police after 32 years of service.  In January 2016, Mr. Selin became a full-
time employee and was appointed as Probation Officer in addition to some of his other duties and 
responsibilities.   
 
Part-Time Office Assistant Aimee Faggion – Aimee Faggion joined the staff in October of 1993 through 
the Lamplighters Activity Center.  She works seven hours per week.  Ms. Faggion is responsible for copying, filing 
and assisting court staff as needed.   
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 Significant Accomplishments  89th DISTRICT COURT 
 
The 89th District Court achieved many accomplishments in 2015 as summarized below.  The court’s overall 
operations, as well as its service to the public, have been enhanced by these accomplishments. 
  
Commitment to Efficient Use of Public Resources 

• The 89th District Court recognizes its responsibility to be fiscally responsible with the use of public 
resources.  In 2015, District Court’s budget was $605,608.00 which was an increase of $45,455.00 from 
the 2014 budget.  Much of this increase was due to the rise in health care costs.  In 2015, the 89th District 
Court total expenditures were $46,554.09 less than budgeted.  District Court has come in under budget 
every year from 2009 through 2015 for a total savings of $206,409.69 to the county. 

 
Michigan Department of State Clearances 

• The 89th District Court was asked by the Michigan Department of State to be a pilot court for their new 
Direct Access programming.  This new programming allows courts to instantly clear a license suspension 
from an individual’s driving record upon payment in full of fines and costs.  This program has been an 
effective tool as it provides a more efficient option for resolution of license suspensions for the individual, 
the court and the Michigan Department of State.   
 

Operational and Procedural Improvements 
Judge Barton and staff have focused on maintaining a high standard of public service by increasing 

productivity through internal operational and procedural improvements. 
 
 Jury Costs 

• The 89th District Court continues to address the issues of trials and preliminary hearings in an 
effort to improve the timeliness of cases and to reduce the time, effort and cost in subpoenaing 
police officers and other witnesses (prosecutor expenses).  These efforts result in more cases 
being settled before the day of trial, reducing witness fees for the Prosecutor’s Office, overtime 
costs to the police agencies and jury costs in District Court.  Below are the jury costs incurred since 
2009.  

 
 2009 jury costs were $  6,566.57 
 2010 jury costs were $  2,264.37 
 2011 jury costs were $          0.00 
 2012 jury costs were $  2,923.68 
 2013 jury costs were $  3,861.91 
 2014 jury costs were $     864.76 
 2015 jury costs were $  1,507.64 
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 Significant Accomplishments Continued  89th DISTRICT COURT 
 

Operational and Procedural Improvements Continued 
 
 Collections 

• The court continues to pursue the collection of fines and costs at the time of sentencing.  In 2009, 
the District Court focused on improving our collections by ordering that fines, costs and fees are 
due in full at time of sentencing per Michigan Court Rules.  The court notifies the defendant of the 
amount of the fine at the time of plea.  Additionally, the notice of sentencing contains information 
regarding the amount of the fine.  As a result, more defendants are paying fines at the time of 
sentencing, thereby reducing staff time required to pursue collection after sentencing.  The court 
continues to routinely address outstanding fines and costs through show causes where defendants 
are ordered into court to address their outstanding obligations.  In 2011, the court began 
garnishing tax returns for individuals with outstanding fines and costs to help reduce the 
outstanding receivables.  To date, the court has collected approximately $40,768.61 on cases 
where garnishments were sent but the individual came in and paid prior to the garnishment being 
processed by the Department of Treasury.  An additional $2,535.20 has been collected via 
garnishments that were issued and processed by the Department of Treasury. 

 
 Polycom (State of Michigan Courts Video Project) 

• In September 2012, the State of Michigan installed approximately $50,000.00 worth of electronic 
video equipment into all three courtrooms in Cheboygan.  This project was spearheaded by Jodi 
Barrette, District Court Administrator in conjunction with the State of Michigan Courts Video 
Project.  When defendants are lodged in other counties or in prison, the court can resolve the case 
via a video Polycom proceeding thereby saving the costs of transportation and/or overtime to 
local police agencies to have the defendant brought to Cheboygan.  The Polycom system reduces 
prisoner transportation costs for local police agencies, overtime compensation for police officers 
and Department of Corrections, increases public safety, reduces costs for Michigan State Police 
Forensics and increases productivity.  The District Court utilizes this equipment whenever possible 
in order to make the most efficient use of time for the court, staff, police agencies, Department of 
Corrections and assigned judges.  We believe this equipment will prove to be a very effective cost 
saving project as well as provide further safety to the citizens of Cheboygan County.  In 2015, the 
District Court through the use of the Polycom helped the county save an estimated $2,920.49 in 
prisoner transportation and visiting judge costs.  We have saved approximately $13,273.60 for 
2013 through 2015 combined. 

 
 Magistrate’s Use Cell Phones while On-Call 

• The 89th District Court has one full-time Magistrate and one part-time.  Magistrates are 
responsible to be on-call after hours and on weekends/holidays to address individuals who have 
been arrested, review new charges and set bonds.  In order to improve efficiency the Magistrates 
are electronically processing paperwork through the use of cell phone technology.  Magistrates are 
now able to immediately address questions while on call from anywhere in the State.    

 
 

2015 Annual Report Page 7 



 Significant Accomplishments Continued  89th DISTRICT COURT 
 

 
IyeTek (Michigan State Police Electronic Citations) 

In January 2014, the 89th District Court began accepting electronic citations from the Michigan State 
Police.  Although the exact costs savings cannot be determined by the court, there would be a significant savings 
for the State Police in mileage and time.  The court has noticed increased efficiency in processing these citations 
from State Police, as the court electronically receives the citations the following morning, and they are 
automatically uploaded to the court’s case management system.  This is a significant time savings to the court, as 
these citations do not need to be entered by the court; and information can be given right away when individuals 
call about their ticket.  Additionally, the court is able to provide information to other departments such as the 
Prosecutor’s Office, police agencies, and the Cheboygan County Jail.  The court is pleased to announce that we 
are currently working with C.C.E. Central Dispatch Authority to start accepting electronic citations from the 
Cheboygan County Sheriff Department. 
 
Caseflow Management 
 Efficient Case Processing – Clearance rates are a way to measure caseflow management and efficiency of 
a court.  Clearance rates indicate the extent to which a court is keeping up with incoming caseload.  Clearance 
rates above 100% indicate that a court is reducing a backlog.  A clearance rate of 100%  indicates the court is 
keeping up with its current caseload and maintaining the size of any pending caseload.  The higher the 
percentage, the more efficient the court is in handling its caseload. 
 
 In 2015, the 89th District Court’s clearance rate was 99% with 5,083 new or reopened cases and 5,025 
disposed cases.  
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 Significant Accomplishments Continued  89th DISTRICT COURT 
 
Sobriety Court 
 The 89th District Sobriety Court was started in August of 2012 after the team attended the 2012 DWI 
Court training with the National Highway Safety Administration in late June.  The Sobriety Court team  includes: 
 

Honorable Maria I. Barton, District Judge 
Jodi Barrette, DWI Coordinator 
Kim Youngs, Probation Officer 

Dale Selin, Research Expert 
Fred Feleppa, Assistant Prosecutor 

Ronald Varga, Defense Counsel 
Mike Brege, Detective Lieutenant – Cheboygan County Sheriff Department 

 

 In addition to the above team, Kathy Mason from Catholic Human Services as well as Erica Rhome from 
Harbor Hall play a significant role in our program. 

 
The mission of Sobriety Court is to help substance abusers achieve sobriety by providing a structural 

framework within which to be successful and to help facilitate change in addictive behaviors. The Sobriety Court 
focuses on holding individuals accountable through the team approach. 

 
The 89th District Court revised workload and job responsibilities within the court to be able to operate the 

Sobriety Court without additional personnel or costs to the county.  Participants in the program are responsible 
for paying their fines and costs, a participation fee of $20.00 per month for each month in sobriety court, fees for 
drug testing, fees for alcohol monitoring systems, and counseling.  The Sobriety  Court budget is comprised of 
funds the 89th District Court receives annually from the State of Michigan for Drunk Driving and Drug cases filed.  
The court receives an average of $9,000.00 to $12,000.00 annually. 

 
In 2012, the Sobriety Court accepted a total of 8 participants into the program, in 2013 accepted 11 

participants, in 2014 accepted 11 participants into the program and in 2015 accepted 12 into the program.  Since 
inception, seven individuals were discharged due to non-compliance, one individual was transferred to another 
court, one individual is on warrant status and 16 were discharged after successful completion of our program.  
With the three individuals who were accepted into the program in 2016, we now have 20 active participants in 
our program. 

      
 Jail Savings 

• Based upon the charges of the individuals that have participated in this program and possible jail 
sentence, the Sobriety Court program saved approximately $19,900.00 in 2012, $24,600.00 in 
2013, $54,400.00 in 2014 and $78,300.00 in 2015 in jail costs for Cheboygan County.  This figure is 
based on $20.00 a day per inmate. 

 
 Community Service 

• In 2015, the Sobriety Court participants completed 1162 hours of community service in lieu of 
employment hours and for sanctions. 
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Significant Accomplishments Continued  89th DISTRICT COURT 
 
 Sobriety Court Budget 
  The Sobriety Court budget was $10,000.00 for 2015. 
 
 Expenditures: 
Description 2015 Amended Budget YTD Activity 2015 Available Balance 
Expenditure Control 3,000.00 0.00 3,000.00 
Contractual Services 1,000.00 310.00 690.00 
Consul/Ind Provider 700.00 109.49 590.51 
Incentives/Supplies 2,600.00 2,588.35 11.65 
Travel/Lodging/Meals etc. 1,000.00 801.92 198.08 
Employee Training 300.00 295.00 5.00 
Tether/Drug Testing Fees 1,400.00 1,274.84 125.16 
Total Expenditures $10,000.00 $5,379.60 $4,620.40 

    
 
 Revenue: 
 In 2015, the Sobriety Court’s revenue was $5,440.00.  Revenue is comprised of a $5.00 portion of every 
filing fee from civil cases ($3,960.00), sobriety court fees ($1,400.00) and District Court costs ($80.00). 
 

Sobriety Court Revenue
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 Significant Accomplishments Continued  89th DISTRICT COURT 
 
Timely Case Disposition 
 
 The 89th District Court is meeting or exceeding most of the guidelines specified by the Michigan Supreme 
Court. 
 

89th District Court 
2014 percentage 

Michigan Supreme Court Time Guidelines  

98% 
 
 

100% 

90% of General Civil and Miscellaneous Civil cases adjudicated within 273 days from 
case filing 
 
98% of General Civil and Miscellaneous Civil cases adjudicated within 455 days of 
filing  
 

100% 
 
 

95% of Summary Civil cases without jury demand, including small claims, 
landlord/tenant, and land contract actions adjudicated within 126 days from case 
filing  
 

100% 65% of Summary Civil cases with jury demand, including landlord/tenant and land 
contract actions adjudicated within 154 days from case filing 
 

97% 
 
 

100% 
 

90% of Civil Infraction cases, including traffic, non-traffic and parking cases  
adjudicated within 35 days from case filing  
 
98% of Civil Infraction cases, including traffic, non-traffic and parking cases  
adjudicated within 84 days from case filing  
 

93% 
 
 

100% 
 

85% of Misdemeanor cases, including misdemeanor drunk driving and misdemeanor 
traffic adjudicated within 63 days of first appearance  
 
95% of Misdemeanor cases, including misdemeanor drunk driving and misdemeanor 
traffic adjudicated within 126 days of first appearance 
 

58% 
 
 

88% 
 
 
 
 
 
 

60% of Preliminary Examinations including extradition/detainer cases held within 14 
days of arraignment 
 
75% of preliminary examinations including extradition/detainer cases held within 28 
days of arraignment 
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Court Revenue and Distributions   89th DISTRICT COURT 
 

Revenue 

0.00

100,000.00

200,000.00

300,000.00

400,000.00

500,000.00

600,000.00

General Revenue 475,433.21 412,220.82 398,717.20 362,799.98 479,658.38
Trust & Agency 263,567.15 250,268.70 250,246.86 233,367.12 259,184.33
Penal Fine 124,303.43 103,314.40 104,497.99 103,638.11 172,087.07
Sobriety Court 1,767.21 6,069.60 9,667.85 5,440.00
Coll/Not Earned/Other 3,570.00 7,830.00 3,000.00
Total 863,303.79 771,141.13 767,361.65 709,473.06 919,369.78

2011 2012 2013 2014 2015*

  

 In 2015, the 89th District Court’s revenue was $919,369.78, up $209,896.72 from 2014.  The increase is 
believed to be due to the increase in traffic civil infraction cases as well as criminal and traffic misdemeanor 
cases.  Of the $919,369.78 collected, $479,658.38 was given to the Cheboygan County general fund. 

 

Pursuant to statute and local ordinance, $259,184.33 from the Trust and Agency account was distributed 
to the Police Agencies, DNR Fish/Game Fund, and Secretary of State, Crime Victim Fund, State Court Fund, 
Convicted OUIL Assessment, Juror Compensation, Civil Filing Fee Fund, Justice System Fund and Victim 
Restitution.  Money assessed by the courts for penal fines is dispersed to public libraries per statute.  In 2015, 
$172,087.07 was dispersed to Cheboygan, Indian River, and Mackinaw City, Presque Isle, Topinabee and 
Wolverine libraries.  Sobriety Court revenue totaled $5,440.00. 

 

In 2015, the District Court had additional revenue that was collected but not earned of $3,000.00.  This 
revenue is a surety bond that was forfeited when the defendant failed to appear in court.  The bonding agencies 
have one year to find the defendant and turn him/her over to the court.  If the bonding agency is unable to locate 
the defendant, this revenue will be turned over to the Cheboygan County general fund.  Also, revenue collected 
for other departments used for a specific purpose, includes $112.50 to the road commission and $112.50 to the 
Sheriff Department per a local ordinance.  These amounts are not included in the figures in the above chart. 

 

*Unaudited Data 
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Court Expenses   89th DISTRICT COURT 
 
Expenses 
 District Court’s budget was $605,608.00 for 2015.  District Court was under budget by 7.69% in 2015. 
 
Description 2015 Amended Budget Ending Balance 2015 Available Balance 
Judge Standard Payment 40,039.00 40,039.00 0.00 
County Supplement Judges Salary 5,685.00 5,685.00 0.00 
Fringe 207,212.00 205,323.08 1,888.92 
Full Time 275,053.00 274,536.53 516.47 
Part Time 29,412.00 25,911.59 3,500.41 
Year End Salary Adjustment 0.00 (13,599.22) 13,599.22 
On Call/Reimbursement 9,627.00 7,705.02 1,921.98 
Office Supplies 5,000.00 4,748.25 251.75 
Uniforms 50.00 0.00 50.00 
Transcripts 1,500.00 70.15 1,429.85 
Jury Fees 2,500.00 1,507.64 992.36 
Contractual Services 500.00 56.95 443.05 
Legal-Court Appointed Attorneys 1,500.00 495.00 1,005.00 
Visiting Judges 200.00 51.75 148.25 
Membership & Subscriptions 2,250.00 1,366.91 883.09 
Telephone 1,500.00 950.93 549.07 
Cell Phone 1,080.00 1,080.00 0.00 
Travel/Lodging/Meals etc. 1,000.00 (1,669.78) 669.78 
Employee Training 500.00 100.00 400.00 
Caseflow Assistant Grant 10,000.00 0 10,000.00 
Tether/Drug Testing Fees 1,000.00 746.77 253.23 
Fees 800.00 492.00 308.00 
Office Equipment & Furniture 500.00 0 0.00 
Computer-
Hardware/Software/Maintenance 

8,700.00 11,056.70 143.30 

2015 Total Expenditures   * * $605,608.00 * $566,654.27 * $38,953.73 
 
2014 Total Expenditures   * * $560,153.00 * $540,134.32 * $20,018.68 

 
2013 Total Expenditures  $531,338.00 $513,612.76 $17,725.24 

 
2012 Budget $512.668.00 $511,917.18 $750.82 

  
2011 Budget $522,084.90 $499,407.14 $22,677.76 

 
*Unaudited Data 
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Criminal Division   89th DISTRICT COURT 
 

The 89th District Court is divided into three divisions – criminal, civil and traffic.  All criminal cases whether 
misdemeanor or felony, begin in District Court. The Criminal Division of the District Court handles a wide range of 
criminal proceedings including misdemeanor offenses for which the maximum possible sentence is one year or 
less.  Examples of District Court misdemeanor offenses include drunk driving, use or possession of marijuana, 
shoplifting, domestic violence, assault and battery, and driving while license suspended.  In misdemeanor cases, 
Judge Barton arraigns the defendant, sets bond, takes pleas, conducts the trial and sentences the defendant.  

 
In addition to issuing misdemeanor complaints, the District Court also issues all felony complaints, sets 

bond and conducts preliminary hearings for felony cases.  If at the preliminary hearing, the prosecutor 
establishes by probable cause that a crime has been committed and the defendant committed the crime, the 
case is transferred to Circuit Court for trial.  The Criminal Division of the court is also responsible for issuing 
search warrants, scheduling all hearings and trials for misdemeanors, receipting and maintaining all criminal 
bonds, keeping records of all criminal matters, reporting information to state agencies including Secretary of 
State for motor vehicle violations and notifying Michigan State Police of criminal convictions. 

 

Felony Cases Filed

221 211
250 280

242

0

100

200

300

2011 2012 2013 2014 2015

Misdemeanor Cases Filed

697 612 651 570
807

0
200
400
600
800

1000

2011 2012 2013 2014 2015
 

 
 

2015 Annual Report Page 14 



Traffic Division   89th DISTRICT COURT 
 

 The Traffic Division processes all civil infractions, which include minor traffic matters, some Department of 
Natural Resource matters and certain misdemeanor cases.  Speeding tickets, registration/plate violations, 
careless driving, parking, seatbelt violations, no proof of insurance, defective equipment and failure to stop or 
yield are examples of civil infractions handled by District Court.  These civil infractions make up the majority of 
activity in the Traffic Division.  Other cases handled in this division are misdemeanors such as failure to display 
valid operator’s license on person, expired plate violations, violation of restricted license as well as various 
hunting, camping, boating and fishing violations. 
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Traffic Misdemeanors Cases Filed
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Civil Division   89th DISTRICT COURT 
 

The Civil Division of the court has jurisdiction over all civil disputes where the amount in controversy is 
less than $25,000, small claims and landlord tenant cases.  General civil also includes cases for claim and delivery. 

 
In small claims cases, the amount in controversy is $5,500 or less.  Litigants waive the right to be 

represented by an attorney, waive the right to a jury trial and the right to appeal the district judge’s decision.  
 
Landlord tenant cases are filed by landlords or land contract vendors when tenants or land contract 

vendees are not complying with the terms of the lease or contract.  This area also includes summary proceeding 
matters. 
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Probation Department   89th DISTRICT COURT 
 
 The Probation Department provides services to the judge, victims and probationers.  The probation agent 
is responsible for the preparation of pre-sentence investigation reports and the supervision and referral to 
appropriate programs/services for defendants placed on probation.  Monitoring probationers is necessary to 
restore victims and communities, protect the public, promote probationer accountability, and create a climate 
for probationers’ rehabilitation.  This includes the supervision of community service placements and those 
individuals referred to Community Corrections as alternatives to incarceration.  The chart below reflects the total 
number of probationers placed on probation in each year to include non-reporting probation cases. 

District Court Probation Caseload
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Sobriety Court Probation Caseload
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 The District Court had eight individuals enter our program in 2012, eleven in 2013, eleven in 2014 and 
twelve in 2015.  In 2012, there were no individuals discharged, in 2013 there were four discharged as non-
compliant, eleven discharged in 2014 and in 2015 there were eight that successfully completed the program, one 
non-compliant and one that is on warrant status.  To date, we have admitted three additional people into the 
program for a total of 20 active individuals in our program. 
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State Reimbursed Funds  89th DISTRICT COURT 
 

 
Jury Fee Reimbursement 
 The Juror Compensation Reimbursement Fund was created as of January 1, 2003, to provide a source of 
reimbursement funding to trial courts for legislated increases in juror attendance compensation.  Beginning October 1, 
2003, jurors were compensated at new, higher rates (see MCL 600.1344) and trial court funding units can claim 
reimbursement biannually from the fund for the increased expense.  The figures below reflect the reimbursements to 
Cheboygan County (Circuit, District and Probate Courts) which are deposited into the county’s general fund. 
 

Year 1st Term 2nd Term 
2009 $5,732.50 $2,470.00 
2010 $2,600.00 $2,610.00 
2011 $3,510.00 $5,772.50 
2012 $1,765.00 $2,505.00 
2013 $2,845.00 $4,750.00 
2014 $1,395.00 $   372.50 
2015 $2,957.50 $4,005.00 

 
 

Drunk Driving Caseflow Assistance Fund 
 The Drunk Driving Caseflow Assistance Fund was created by statute effective January 1, 1992. The fund was created 
to provide a source of funding for implementation of new case processing time guidelines which would promote the timely 
disposition of cases in which the defendant was charged with a qualifying drunk driving offense.  Offenses can be charged 
under either state statute or local ordinance.  Funds received are based on previous year’s caseload. 
  

Year Received  
2011 $    9,107.71  
2012 $  11,027.73  
2013 $    8,994.90  
2014 $  10,875.74  
2015 $9,400.55  

   
 

Drug Cases Information Management Fund 
 The Drug Case Information Management Fund was created by statute effective September 1, 1994. The fund was 
created to provide a source of funding for timely management and new reporting to the Secretary of State of specific cases.  
The case types include an attempt to violate, a conspiracy to violate, or a direct violation of the Public Health Code for drug-
related offenses.  Offenses can be charged under either state statute or local ordinance.  Funds received are based on 
previous year’s caseload. 

 

Year Received  
2011 $     655.56  
2012   $     560.80     
2013 $     565.95    
2014 $     649.84  
2015 $769.87  
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Programs/Services Utilized by the Court   89th DISTRICT COURT 
 

Community Service Program 
 This sentencing alternative provides the Court with the opportunity to allow certain indigent offenders to perform 
volunteer work as part of their sentence as credit against payment of fines and costs.  Placements are located in 
government or community not-for-profit agencies and supervised by the Probation Officer.  Paperwork must be completed 
on each referral, a suitable location selected, and supervision or oversight required.   
 In 2015, 2,523 hours of community service were completed by defendants assigned to the Community Service 
program.  Community service hours resulted in $20,563.01 being credited toward eligible fines, costs and fees.  
 
 
Smart Start/Rancilio Home Confinement Services/House Arrest Services 
 Defendants who are sentenced to be on an alcohol monitor/tether are referred to any one of these agencies.  
These programs are utilized by the court to help monitor an individual’s alcohol intake and/or keep the defendant confined 
to his/her home and provide accountability to the un-incarcerated defendant.  Other types of technology are also available 
to allow the court to monitor at different levels of security based on the seriousness of the offense such as Alcohol Tether 
w/GPS, Ignition Interlock with/without camera, and Vehicle Immobilization. 
 
 
Williams House/Evangeline House 
 The Williams House and Evangeline House are structured transitional houses for recovering alcoholics/addicts.  The 
Williams House is for men 18 or older, and the Evangeline House is for women 18 or older.  The goal of the transition 
houses is to help people recover and maintain sobriety in a structured, drug-free environment so they can return to their 
families and jobs. 
 
 
Community Mediation Services 
 The court utilizes this mediation program to assist the court and public in resolving small claim cases.  Mediation 
allows parties an opportunity to resolve their cases in a non-adversarial manner while working with a trained mediator.    
 

Year 2011 2012 2013 2014 2015 
# of Referrals 8 6 7 0 6 
# Cases Mediated 8 6 7 0 6 
# Cases Mediated to agreement 8 5 5 0 4 
# Cases Mediated without agreement 0 1 2 0 2 
Overall Mediated to Agreement Rate 100% 83% 71% 0 66.67% 

 
 
Court Website 
 The 89th District Court’s website provides information about the court and its services.  The site provides general 
information to the public about the district court and basic procedural guidelines to assist the public in understanding how 
the district court operates.  Included on the website is information about location and hours of operation, court calendar, 
payment options, court dispositions, fines and costs, filing fees and other helpful links as well as information with regard to 
criminal, civil and traffic cases.  Since 1994 through 2015, the District Court has collected $1,934,658.05 in credit card 
payments.  Our website address is www.89thdistrictcourt.org.   
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Programs/Services Utilized by the Court   89th DISTRICT COURT 
 
 
Work Crew 
 This program was started by the Cheboygan County Sheriff Department to provide a Work Crew Program in lieu of 
jail to reduce jail overcrowding, provide an alternative sentencing option to the judges and provide a program allowing a 
defendant to give back to the community through community service.   In 2015, 105 individuals were ordered to the work 
crew which represents approximately 520 beds saved.     
 
 
Other Programs 
 The District Court also utilizes other programs such as Alcohol Highway Safety Education, Outpatient Counseling, 
Inpatient Treatment, Shoplifter’s Alternative, Anger Management, and Domestic Violence Counseling.   
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53rd Circuit Court  

 

Circuit Court Judge:  Honorable Scott L. Pavlich 

 

Court Administrator:  Karen Chapman 

 

Assignment/ADR Clerk:  Barbara Kennedy 

 

Collections Coordinator/Clerk: Tina Jewell 

 

Drug Court Case Manager:  Nicole Pawlowski 

 

 

 

Circuit Court has jurisdiction over: Civil cases of $25,000 or more, equity cases, criminal felony 

cases, personal protection matters, administrative appeals and appeals from District Court, divorces, 

paternity actions, child support matters, visitation/parenting time matters, and custody matters. 
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2015 CIRCUIT COURT REPORT 
 

 

 The following is a summary of activity for 2015 in the Circuit Court for the county of 

Cheboygan: 

 

0 100 200 300 400 500

2012

2013

2014

2015

Criminal 

Civil

Criminal 148 183 184 167

Civil 405 424 347 337

2012 2013 2014 2015

 
Case Filings 1 

 

 The Circuit Court case filings in 2015 continued to decline. There was about a nine percent 

decrease in criminal filings from 2014 to 2015, while civil filings decreased by about three percent.  

 There were only four jury trials in Cheboygan County Circuit Court in 2015, all of which 

were criminal. A significant amount of court time and resources was consumed by the case People v 

Chesapeake which went to trial in April 2015. A trial in this matter was scheduled to take three 

weeks, however, after the first week of trial the case was settled with an agreement that Chesapeake 

would pay five million dollars to the State of Michigan and place an additional twenty million 

dollars in an escrow account to be distributed to residents of Northern Michigan as compensation for 

oil and gas leases.   
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CIRCUIT COURT COLLECTION 

$0.00 $50,000.00 $100,000.00 $150,000.00 $200,000.00 $250,000.00

2012

2013

2014

2015

Criminal

Criminal $160,906.00  $201,027.00  $215,800.00 211,821.00

2012 2013 2014 2015

 

 Total collections decreased by about 2% in 2015. 

 Even though there was a slight decrease in collections for 2015, the total amount collected 

remains significantly higher over the last few years. Changes in the law now permit Circuit Courts to 

exercise their contempt powers to enforce collection efforts after individuals have been discharged 

from probation. Under the old law once an individual was discharged from probation the Circuit 

Court lost jurisdiction to exercise contempt powers to compel payments. In light of these changes the 

Circuit Court Collection Clerk makes regular attempts to bring the old delinquent cases before the 

Court for enforcement, as well as setting up and enforcing payment schedules for current 

probationers.  

 The collections program has been found by the Supreme Court to be in full compliance with 

their best practice standards.  

BUDGET 

 The net operating cost was increased by about $8,000.00 however; the expenditures for the 

year were almost $18,000.00 under budget. 
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 CHEBOYGAN COUNTY FUNDING OF CIRCUIT COURT 

 

 

 

 

 

 

  

 

 

 

 

 

 

  

 

 

 

 

               

  

 

 Historically the Circuit Court has closely monitored its expenditures and reduced spending 

whenever feasible. The Circuit Court Budget for Cheboygan County in 2005 was $357,649, 2011 

$303,588, $293,696 for 2014 and $299,368 for 2015. (The primary reason for the large reduction 

between 2005 and 2011 was the elimination of the Court Reporter position due to the installation of 

the JAV’s Recording System.) 

 

DRUG COURT 

 During 2015 Drug Court admitted 14 new participants. During the year there were five 

successful graduations and four unsuccessful terminations. The end of the year population of the 

program stood at 22 individuals.  

 During the past year it is estimated that the Drug Court Program saved the County 1,000 days 

of jail incarceration. It appears that if not for this program there would have been significant periods 

of jail overcrowding during the year which would have required housing prisoners out of county at 

2012 2013 
Budget:                         $294,881        Budget:                         $290,734        

End of year balance         12,745 End of year balance            8,697 

Total Expenditures        $282,136 Total Expenditures         $282,037 

Drug Court                     $ 24,032 Drug Court                      $  13,211 

Less contribution from Less contribution from 

Presque Isle County         38,058 Presque Isle County         38,481 

Net                                $268,110 Net                                $256,767 

2014 2015 
Budget:                         $293,696        Budget:                         $299,368       

End of year balance         19,872 End of year balance         17,739 

Total Expenditures        $273,824 Total Expenditures        $281,629 

Drug Court                     $    9,743 Drug Court                     $ 10,209 

Less contribution from Less contribution from 

Presque Isle County         38,800 Presque Isle County         39,923 

Net                                $244,687 Net                                $251,915 
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the rate of $35 per day. If 1,000 days of jail bed space was saved during the year at the rate of $25 

per day then the savings to the County on that item alone would be in the neighborhood of $25,000.  

 The assessed drug court fee paid by each participant is $600 and should generate 

approximately, $8,400 annually to the County. Since all participants are required to pay 100% of 

their fines, cost and restitution prior to graduation this should result in an increased payment on these 

items of approximately $5,000 per year.  

 In addition to these immediate savings it appears that the long term savings will be even 

more substantial. At the close of 2015, there were 26 graduates over the term of the program and 

these individuals had a combined total of 235 criminal convictions at the time they were admitted 

into the Drug Court Program. The average graduate had incurred approximately .70 convictions for 

every year after attaining the age 17 while in our community. The 26 graduates have a total of 

approximately 770 months post-graduation. During that time frame at their old conviction rate there 

would have been in the neighborhood of 45 convictions. The graduates to date have incurred four 

convictions. (One Ouil third, one Ouil and two disorderly conducts) 

 It was hoped when the Drug Court Program was implemented that there would be several 

benefits as a result of this program. While the program has certainly encountered its share of 

frustrations and failures the overall success of the program has made it very worthwhile. The 

successful graduates of the program have greatly improved their lives and their living circumstances. 

This not only benefits the participants but their families as well. 

 The County and the State have benefited financially in that the money expended on the Drug 

Court Program is far less than the rate for long term incarceration. This cost savings is most 

significant in the long term due to a reduction in recidivism. 

 Most importantly it decreased crime in our community as illustrated by the dramatic 

reduction in recidivism of the graduates of the program.  

 Over 90% of the graduates have full time jobs and are paying taxes. Most graduates have 

children whom they are supporting or providing the primary care for.  

 In 2015, the State renewed the $85,000 Edward Byrne Memorial Justice Assistance Grant 

and also awarded an additional $20,000 grant to the program from the Michigan Drug Court Grant 

Program. (Attachment A) These grant monies are primarily spent on salaries and wages in 

Cheboygan County.  
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FRIEND OF THE COURT 

 The Cheboygan County Friend of the Court’s office operated at a high level in 2015.  

 In 2015 the total expenses for the operation of this office was $486,895 and of this amount 

$344,390 was obtained from outside sources such as the Cooperative Reimbursement Program, State 

supplement, incentive payments and fees. Cheboygan County supplied $59,322, Presque Isle County 

supplied $53,452 and miscellaneous revenue received was $29,731. 

 Total support distributed to parents in the County for the year stood at $3,050,210. There 

were 1300 court cases. The Friend of the Court’s office also provided services by the way of 

mediation and domestic relations cases, alternative dispute resolution, custody and parenting time 

investigations as well as child support reviews.  

 The child support collection rate was 75.7% of all cases which is above the state wide 

average of 70.6%. Collection on arrears stood at 87.3% with the state average of 61.4%. This data 

illustrates that the Friend of the Court’s office has been working in a diligent, economical and 

professional manner for the benefit of children and families in Cheboygan County. (Attachment B)  

PUBLIC SATISFACTION SURVEY 

 The Courts were again required to perform the annual public satisfaction survey.  

 This survey was required for all four Courts in the Circuit which includes the 89
th

 District 

Court together with the Probate Courts for Cheboygan and Presque Isle Counties. These survey 

results were very positive for all four Courts. (Attachment C) 

 

       Respectfully submitted, 

 

       _____________________________________ 

       Scott L. Pavlich, Circuit Judge  
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Cheboygan County 

Board of Commissioners’ Meeting 
May 24, 2016 

 

 

 

 

Title:  Letter of Recommendation to NEMCSA 

 

 

Summary:     Every three years a multi-year funding request must be initiated by the Cheboygan 

County Council on Aging for a three-year period from their NEMCSA funding sources.  This funding 

accounts for approximately half of their resources that allow them to provide homemaker services, 

respite care, personal care and home delivered meals to the home bound seniors in our area.  It also 

subsidizes their congregate meal program.  This request must be accompanied by a letter of 

recommendation from the County Board of Commissioners. 

 

 

Financial Impact:   None 

 

 

Recommendation:   Motion for the Chairperson to sign a letter of recommendation to NEMSCA on 

behalf of the CCCoA allowing this grant proposal to be submitted by the due date of June 7, 2016. 

 

 

Prepared by:  Jeffery B. Lawson 

   

 

Department:  Administration 
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CHEBOYGAN COUNTY 
JOB DESCRIPTION 

Probate Court Finance Officer 
(Hourly- FLSA Nonexempt) 

 
GENERAL SUMMARY:   Responsible for the bookkeeping activities of the Juvenile Division. Assist Probate 
Register and Juvenile Register with required support functions. The normal work schedule is Monday 
through Friday seven-hour work day. 
 
ESSENTIAL FUNCTIONS: An employee in this position may be called upon to do any or all of the following 
(these examples do not include all of the tasks which the employee may be expected to perform): 
 

 Receives and verifies invoices, verifies proper sources, prepares payment vouchers for approval, 
obtain Judge’s signature for approval, upon approval submit vouchers to finance office for payment. 

 Prepare monthly attorney contract payments. 

 Prepare child care fund vouchers, prepare balance transfer request, submit for approval, and then 
submit to Finance Department. 

 Prepare child care fund expenditures and reimbursement reports (207 State Monthly report). 

 Reconcile court receipts and prepare financial transmittals to County Treasurer throughout the 
month and Department of Treasury monthly. 

 Compile annual budget expenditure and revenue information, budget projections and related 
information and prepares probate Court and Family Court (Juvenile Division) budget for judicial 
review. 

 Monitors budget expenditures and serve as principle liaison to funding unit regarding budget related 
matters.  Prepares budget transfers and adjustments for department as required. 

 Coordinates audits of court financial records and controls, reviews audit findings with auditors and 
the Judge and ensures that the audit recommendations are implemented. 

 Enters updates for AS400 financial system as needed, i.e. price file maintenance, account 
maintenance. 

 Annually creates files for marriages, miscellaneous and weddings. 

 Receipt in money-credit correct accounts and itemize as law requires, restitution first; placing 
balance on all accounts to maintain account activity. 

 Enforcement of collections. 

 Send out monthly bills to youth and parents. 

 Provide financial statements to parents and maintain a financial file to determine the amount of 
cost/ assessments they can pay based on income. 

 Process restitution/ vouchers/provide payments to victims/ place check numbers on voucher within 
each minors restitution file and send letter to victim with check, include claim numbers for insurance 
companies. 

 Monitor bills that need to be paid. 

 Prepare and mail Order for reimbursements to assess parents/minors costs back. 

 Prepare order to transmit support payments and order stop payments to FOC when appropriate.  
Work with social security and FOC to obtain cost of care payments. 

 Work with employers for wage assignments. 

 Assess monthly vouchers back to parents after payments are made. 

 Meet with delinquent payers prior to Show Cause Hearings to attempt to achieve compliance with 
orders.  Appear in court to testify when required. 

 Produce required reports and orders. 

 Take action to locate youth and families to obtain payments. 
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CUSTOMER SERVICE: This is a front-line position providing excellent customer service to the general public, 
agencies, local unit officials and other county employees. Service is provided in person, by phone or email 
contact in a pleasant and professional manner. Individual must be able to communicate confidently, 
effectively, courteously and cooperatively. 
 
JOB SKILLS: To perform this job successfully, an individual must be able to perform essential duties 
satisfactorily. The following requirements are representative of the required knowledge, skills and abilities 
needed: 

 Strong English grammar and spelling accuracy. 

 Ability to read, analyze and interpret legal documents. 

 Ability to respond effectively to inquiries or complaints. 

 Ability to write correspondence effectively and accurately. 

 Ability to communicate in an effective manner. 
Computer/Mathematical Skills: 

 Requires the ability to add, subtract, multiply, divide and utilize decimals. 

 Strong computer literacy skills (Microsoft Office Suite 2010, BS&A Software). 

 Able to create excel spreadsheets. 
Problem solving Abilities: 

 Ability to define problems, collect data, establish facts, and draw valid conclusions. 

 Ability to handle difficult situations, problem solve and professionally resolve sometimes difficult 
conflicts. 

Specialized Skills and Abilities: 

 Knowledge of specific practices, standards, and/or guidelines associated with Child Care Funds. 

 Ability to remain calm in stressful situations. 

 Ability to work in a fast paced environment with frequent interruptions. 

 Ability to work as a cooperative team player, offering to helps others when needed, and considering 
larger organization/team goals rather than individual concerns. Includes the ability to build a 
constructive team spirit where team members are committed to team goals and objectives. 

 Ability to type quick and accurately. 

 High level of organizational skills and detail oriented. 
 
MINIMUM EMPLOYMENT QUALIFICATIONS: 

 High school diploma or equivalent. Associate Degree in Accounting, Bachelor Degree preferred.  

 Two years of bookkeeping or accounting experience. 

 Knowledge of probate court policies and procedures. 

 Working knowledge of computers. 

 Good communication skills with public and staff members 

 Be able to multi-task and meet deadlines. 

 Pass background check and drug screen per county policy. 
 

 
 
WORKING CONDITIONS: Employee must be flexible in daily schedule; work under stress; remain calm and 
maintain focused; work with youth and parents; and maintain regular attendance to efficiently process the 
volume of work.  Employee will perform primarily in an office environment.  Employee must perform work 
according to County policies.  
 
PHYSICAL ABILITIES: The position requires but is not limited to the ability to perform the following 
requirements. Reasonable accommodations will be made for otherwise qualified applicants unable to fulfill 
one or more of these requirements:  Ability to access office, ability to communicate, ability to enter and 
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access information from computers and electronic equipment, ability to lift and carry items up to 20 pounds, 
ability to file and retrieve documents and equipment. 
 
MACHINES AND EQUIPMENT: This employee will be required to operate a computer, calculator, telephone, 
fax machine, copy machine, and other general office equipment, as well as drive a car, in the completion of a 
task.  
 
The qualifications listed above are intended to represent the preferred skills and experience levels 
associated with performing the duties and responsibilities contained in this job description. The 
qualifications should not be viewed as expressing absolute employment or promotional standards, but as a 
general guideline that should be considered along with other job-related selection or promotional criteria. 
 
 
 

Cheboygan Count is an Equal Opportunity Employer and Provider 
Complaints of discrimination should be sent to: USDA, Director of Civil Rights, Washington, D.C. 20250-9410 



1 
 

CHEBOYGAN COUNTY 
JOB DESCRIPTION 

Court Recorder/ Deputy Juvenile Register- Probate Court 
(Hourly- FLSA Nonexempt) 

 
GENERAL SUMMARY:   Under the direction of a Probate Court Judge, Court’s certified recorder utilizes and 
maintains electronic recording equipment to record court proceedings.  Sets up Polycom when needed. 
Prepares logs of court proceedings while recording all court activity.  Updates files on the computer.  
Prepares official transcripts of proceedings.  Processes all adoption petitions.  Drafts Juvenile Court orders.        
 
ESSENTIAL FUNCTIONS: An employee in this position may be called upon to do any or all of the following 
(these examples do not include all of the tasks which the employee may be expected to perform): 
 

 Prepares courtroom for proceedings, includes checking operation of recording equipment, 
monitoring placement of microphones, ensuring sufficient supplies, and ensuring readiness of case 
files.  

 Utilizes and maintains electronic recording equipment to record court proceedings including 
arraignments, pleas, sentencing, civil cases and other matters.  Monitors the recording to ensure an 
appropriate record.  Plays back testimony while in session.    

 While recording proceedings, prepares a detailed log of court activity, includes identifying the 
speaker and noting the point that exhibits are marked, witnesses are called, and other actions occur 
in order to assist in transcript preparation.  Maintains log of recorded proceedings for permanent 
court record including names of parties, nature of proceedings, and related information.   

 Marks and maintains a record of exhibits and provides other assistance to the Judge in the 
courtroom.   

 Prepares official verbatim transcripts of preliminary examinations, appeals, and other cases as 
requested.  Proofreads transcripts, certifies copies, and prepares billings as appropriate.   

 Maintains files of transcripts, tapes, and courtroom notes as required by court rules.  

 Prepares appeal paperwork which includes typing and processing notice of filing of transcript and      
affidavit of mailing.   

 Transcribes dictation for the Judge and types correspondence, opinions, orders, and other legal 
documents.    

 Reviews and sorts the Judge’s mail, determines matters needing the Judge’s attention or signature, 
and processes or distributes items.  

 Schedules the Judge’s calendar and makes appointments.   

 Assists in maintaining files for the Judge such as those related to correspondence and administrative 
matters.   

 Receives calls of attorneys, defendants, and others regarding transcripts, scheduling matters, court 
procedures and specific case information.  Determines which matters need the Judge’s attention and 
responds to others.        

 Performs a variety of support tasks such as maintaining supplies, searching for files, copying 
documents, and related tasks. 

 Receives all neglect/abuse petitions, assigns case numbers, prepares case files and enters into 
computer.  Prepare notices of hearing, appoint attorneys and distribute same to all parties. 

 Receives all adoption petitions, assigns case numbers, prepares case files and enters into computer. 

 Preparation and distribution of court orders to all interest parties. 

 Entry of financial orders into computer. 

 Receives and files reports, psychological evaluations and other delinquency and neglect documents 
submitted by the Prosecutor, probation officers, attorneys, DHHS or other agency. 

 Responds to inquiries regarding court related procedures and policies. 
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 Receives receipts of court related fees. 

 Process adoptee’s request for adoption information and request for confidential intermediary. 

 Schedules juvenile and neglect hearings and prepares and issues notices of scheduled proceedings to 
appropriate parties. 

 Entry of placement changes for juveniles/foster care children and changes in address for parents/ 
interested parties. 

 Preparing and submitting court files to Court of Appeals upon request. 

 Perform adoption investigations and court report. 

 Compile information for required reports, included but not limited to, annual court appointment 
report. 
 

CUSTOMER SERVICE: This is a front-line position providing excellent customer service to the general public, 
agencies, local unit officials and other county employees. Service is provided in person, by phone or email 
contact in a pleasant and professional manner. Individual must be able to communicate confidently, 
effectively, courteously and cooperatively. 
 
JOB SKILLS: To perform this job successfully, an individual must be able to perform essential duties 
satisfactorily. The following requirements are representative of the required knowledge, skills and abilities 
needed: 

 Strong English grammar and spelling accuracy. 

 Ability to read, analyze and interpret legal documents. 

 Ability to respond effectively to inquiries or complaints. 

 Ability to write correspondence effectively and accurately. 

 Ability to communicate in an effective manner. 
Computer/Mathematical Skills: 

 Requires the ability to add, subtract, multiply, divide and utilize decimals. 

 Strong computer literacy skills ( Poly com, Microsoft Office Suite 2010, BS&A Software). 

 Able to create excel spreadsheets. 
Problem solving Abilities: 

 Ability to define problems, collect data, establish facts, and draw valid conclusions. 

 Ability to handle difficult situations, problem solve and professionally resolve sometimes difficult 
conflicts. 

Specialized Skills and Abilities: 

 Knowledge of specific practices, standards, and/or guidelines associated with Probate Court 
proceedings. 

 Ability to remain calm in stressful situations. 

 Ability to work in a fast paced environment with frequent interruptions. 

 Ability to work as a cooperative team player, offering to helps others when needed, and considering 
larger organization/team goals rather than individual concerns. Includes the ability to build a 
constructive team spirit where team members are committed to team goals and objectives. 

 Ability to type quick and accurately. 

 High level of organizational skills and detail oriented. 
 
MINIMUM EMPLOYMENT QUALIFICATIONS: 

 High school diploma or equivalent. Associate Degree in related field. Bachelor Degree preferred.  

 Four years of work in a court or legal setting with substantial word processing experience.  
Experience must provide working knowledge of criminal and civil justice systems and procedures, 
court policies and procedures, and related statutes and ordinances.     

 Working knowledge of computers. 

 Good communication skills with public and staff members 
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 Be able to multi-task and meet deadlines. 

 Pass background check and drug screen per county policy. 

 Must be certified as an Electronic Court Recorder by the Michigan Supreme Court. 
 
WORKING CONDITIONS: Employee must be flexible in daily schedule; work under stress; remain calm and 
maintain focused; work with adults, youth and parents; and maintain regular attendance to efficiently 
process the volume of work.  Employee will perform primarily in an office environment.  Employee must 
perform work according to County policies.  
 
PHYSICAL ABILITIES: The position requires but is not limited to the ability to perform the following 
requirements. Reasonable accommodations will be made for otherwise qualified applicants unable to fulfill 
one or more of these requirements:  Ability to access office, ability to communicate, ability to enter and 
access information from computers and electronic equipment, ability to lift and carry items up to 20 pounds, 
ability to file and retrieve documents and equipment. 
 
MACHINES AND EQUIPMENT: This employee will be required to operate a computer, calculator, telephone, 
fax machine, copy machine, and other general office equipment, as well as drive a car, in the completion of a 
task.  
 
The qualifications listed above are intended to represent the preferred skills and experience levels 
associated with performing the duties and responsibilities contained in this job description. The 
qualifications should not be viewed as expressing absolute employment or promotional standards, but as a 
general guideline that should be considered along with other job-related selection or promotional criteria. 
 
 
 

Cheboygan Count is an Equal Opportunity Employer and Provider 
Complaints of discrimination should be sent to: USDA, Director of Civil Rights, Washington, D.C. 20250-9410 
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