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1.0 PURPOSE

The National Transcription Service (NTS) recently instituted a discovery process to assess the viability of
transferring some, or all, of the transcription services currently provided to the Tribunals Unit (TU). Presently
these services are provided partly by NTS, partly by TU staff and partly by external providers.

The purpose of the discovery approach was to ensure that the NTS and Special Jurisdictions (SJs) (in this
particular case TU) had a complete and detailed understanding of the factors supportlng or inhibiting this

proposal so a considered recommendation can be made. \\
\\ >
2.0 BACKGROUND Q. /
\ [ \»

The TU provides administrative and registry support services to a range qf t hals It also provides other
specialist services including committee servicing. The TU delivers ge of oods or‘semCes across two
output classes and has service delivery arrangements with the Dis rl t\Ceurt Ul}lf/foI‘ Eésé/and hearings
management for the Disputes Tribunals (DT) and Tenancy Tnbu/na)g(f’[’] roughoﬁ’t\th eo‘untry

\,

The TU is responsible for the provision of administrative \gupp rt to trxbun s’ zihd authormes that perform a
judicial function (adjudicative tribunals) and to authon’aes Tﬁa\ erform a\h(‘\e‘ns%ng function (administrative
authorities). Adjudicative tribunals generally have sorie" Q\r\f\l ofthe foll@wmg\c}garéctensncs

e Theyare empowered to make binding ¢ or érs “12 ther thanft/;econ{menhations)

e Theyare bodies that form part of th; oVef‘a\ll jus ce /legat‘s&«i/ enix pf New Zealand;

e They may have the power to holdlﬂdlv dﬁ/als&n contempy; ™ >\

e Theirrole is to resolve d1sput én Indmduals or mdlvidua]s and the State.

\ e \ ‘\ \ \

Administrative authorities are “chdrg d w1th over\ge\elhg an administrative function in response to
Parliamentary direction as coxalhed m*’stat te.\\’g}(& oSt common function of these authorities is that of
licensing members of V?I’IOUS chpatlong] Qups ‘Phe role, in itself, is not adjudicative, although some

administrative authori e\S\also erform a\n»éﬁ)ucllcamre role in relation to, for example, disciplinary measures.
In this respect these aui}Khmes t)hen becognaad;gdlcauve tribunals.
AN

e /\ \
The TU was, es’c\% hshed in S ptember 2602 following a review of the structural and organisational
requlrements Qf the peCIal ]ur{s}dl?:uons Group and specifically the then Tribunals Division.

N

The Tr‘ﬂgunals U)\t are basgd 113 W}hngton (Customhouse Quay) and in Auckland (three separate locations -
99 Albert’ gt 120 Albert St; ;mjd /Level 10 Auckland District Court). At the end of 2013, the judicial ofﬁcers and
staff Ioca‘ced at 120 Albert Stard the Auckland District Court will relocate to Chorus House.

3.0 CURRENT STATE

The first step in establishing a current state invelved the NTS Integration Manager meeting with Maria Galvin,
TU Business Services Manager, Wellington and Allan Cobham, TU Support Services Manager Wellington, to
discuss what would be involved with an integration of their transcription requirements into NTS and any

possible impact or cutcomes arising firom that integration.
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Further meetings were also had in Auckland with Linda Cooley, Acting Jurisdiction Manager Weathertight
Homes Tribunal (WHT), Jan Pilkington, Jurisdiction Manager, Legal Complaints Review Office (LCRO) and
Lucyanne Keenan, Jurisdiction Manager, Motor Vehicle Disputes Tribunal (MVDT) and Lawyers and
Conveyancers Disciplinary Tribunal (LCDT).

After discussion the decision was made to move forward from the discovery phase and a document should be
compiled based on the data received and what any changes would mean to both the TU and the NTS. This
approach should cover:

(a) Technology (fit with current NTS technology & long term end point)

(b) People (impact and implications)

(c) Processes (fit with current NTS model)

following:

e Abortion Supervisory Committee {ASC)
e Accident Compensation Appeals (ACA)}
e Accident Compensation (Dlstrlct Court App eals) (ACDCA}

e Birdlings Flat Land Titles Cominissioner

e Copyright Tribunal (CT) -
e Criminal Justice Assistance Relmbursementxs(c
e (Customs Appeal Authority (CAA)
e Disputes Tribunal (DT) ¢ ey
e Human Rights Review Tribunal (HRRT\ N
s Immlgratlon Advisors Complan;’cs aﬁd Dlsmphnaxyx’l’mbuna] (IACDT)

a, )

e Land Valuation Triba mal}; @a . /\ L
a Lawyersand Coml:}' ce}s Dlsc1p1;nary f'I'lqbunaI (LCDT)
«  Legal Aid Tribdgial {LAT} o o NG
o Legal Compla{nts,\ﬁewéw Office (LGRO]

e Llcensmg Au‘chgrlty of Second«hand Déalers and Pawnbrokers (SHDPB)
° Motoz‘(Vehlde D\mpute,s Tmbuna} (MVDT)

® Prwa’te Secu ity Pers_j ‘nei Llcensmg Authority (PSPLA)

s Remew Authonty (RA ngai *Aid)

e Real Estate Agents Daslehnary Tribunal (READT)

e Social Security Appeal Authority (SSAA)

o Student Allowance Appeal Authority (SAAA)

o Taxation Review Authority (TRA)

o Tenancy Tribunal (TT) )

o  Trans-Tasman Occupations Tribunal (TTOT)

e Victims Special Claims Tribunal (VSCT)

o  Weathertight Homes Tribunal (WHT)

(See Appendix 3 for all transcription requirements)
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The TU is managed from Wellington with offices in Auckland and provides operational, administrative, legal
and research support to the above 29 Tribunals, Authorities and Committees. Over 400 judicial officers deal

with in excess of 45,000 cases per annum across all jurisdictions.

The vast majority have their overarching legislation or establishment documentation administered by a
government agency other than the Ministry of Justice (Mo]). This means that the gateway to the TU system is
largely through these other government agencies and, accordingly, the monitoring and management of these
fundamental relationships is essential to the smooth running of the TU.

DISPUTES TRIBUNAL (DT) (r ﬁ\
\
SO\,
The DT is located within each District Court premises and deals with claims betw\e&\n\p\arﬁgs in respect of
amounts up to $15,000 (or, by consent of both parties, $20,000). ’\)\/ >\
NN
The DT hears complaints as authorised by the Disputes Tribunals Act 1988. - \\i\ (‘>/,f’

The DT is presided over by a Principal Disputes Referee, who must hold \%chelo of Laws- froma university in
New Zealand or a qualification that the appointing minister con31ders s qualent to/sush é BaChelor of Laws
degree, /\\ < & N < \\\

s ,\\ o / /

A DT Referee is not necessarily required to be legally quq}@ed bu‘t\nost reférges\ai&/, /A referee must be
deemed capable, by reason of that person’s personal attnb@;\:i knowledge\and £X e\nence, of performing the
AN

functions of a referee. _— N s

<l\ \\‘ >
Hearings of the DT are held in private and generally3 EndEd onl by> the™ psh-ues involved. Parties to DT
proceedings may be represented with the app{cival <f/t@e refe],e’\bu 'pa ties may not be represented by

N S

lawyers. s
Wy ) \\\ »\ » \ / }

£ S i
The DT is a division of the District Courﬁ@cy C}njzh meansglat ny 6rders made can be enforced as if they
were an order of the DC - other than tI t% \have theirown att: “and rules and operate independently of DC. If
an appeal from a DT order is f11ed<1 ‘appeal e tQ\DC as the appeal court and all appeals must be

transcribed. 0000000 AT \
<

\\ N
As DT is administered by thé\DC\leﬂ ]unsdl ﬁ(j\\o Qiﬁct numbers can be obtained for DT Appeals lodged
because they are entered in fou Q( MO] Cgse\ nagement System (CMS) as a Civil Appeal and they do not
differentiate whether t\h\\i ard) DTVor a C’LVﬂ/Apj;) al. 'NTS preseritly transcribe all appeals emanating from the
Civil jurisdiction if requéﬁédhya]udge N

‘\\ N \\ \/
From an NTS per$b ctive | TSM]{{4-10 Llst(nf Non- Contemporaneous jobs report for the period January-October
2012 period 3 Was I\u and four\(‘tl« DT hearmgs were identified. These were jobs logged directly from the
respectwe( leﬂ% urisdiction ’dlropgh ’che!NTS Transcription Service Manager (TSM) systerm.

N \ \\‘
The prbcess Curr/ently/uséd by\\some Civil jurisdictions is to request a transeript from NTS through TSM,

hlstoncally\because Civil ﬁtﬂ\s\* the NTS TSM system for all transcription requests and have operated on this
assumption’ w1th DT app eals(/This request process will be discontinued and all requests for transcription of DT
appeals must follow the process set out in the TU recording protocols; which is they must go through the
~ Wellington TU, Allan Cobham and Maria Galvin, for determination, and if a transcript is deemed to be required,

they will enter the job into TSM.

Court Reporter Team Leaders and Senior Court Reporters will be advised as to this process change and the
process will be to check if the requestor is either Allan Cobham or Maria Galvin, and if not, they are to advise

the registry that the request must go through these nominated people.
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Maria Galvin, Business Services Manager, Wellington TU will be responsible for advising all Civil registry staff
responsihle for DT appeals that requests for transc1 iption for these must go through Wellington TU in the first

instance.

Again, because of no records being kept, the number of DT appeals requested directly from TU are unknown
but will form a proportion of the 50 transcripts per annum ‘guesstimation’ given by TU Wellington.

TENANCY TRIBUNAL (TT)

Access to the Tenancy Tribunal is via the Ministry of Business Innovation and Employment-(MBIE). The TT is
located within each District Court premises and provides landlords and tenants of remde@ﬁaI‘;?r)opernes and

specified people under the Unit Titles Act with:

» A free mediation service (provided by MBIE); and (if that fails)

o A quick and inexpensive adjudication service (administered by the Ml(ngstr“}( of&}ustlce) -

The TT can hear any tenancy or Unit Title dispute specified in The Res1dqnt1a1 Tenam:les %t or\U}%]t\TmleS Act,
but with a maximum of $50,000. \/\ \ o N

\\

\
The TT conducts proceedings with minimal formality and techmc‘aht)(\ It deade& dlSpﬁteS accordmg to the
general principles of relevant law and the merits and justice o{fhe case, but is nat’bmmd bystrict legalities.
" ’ /\ \
The TT is established under section 67 of the Residential ']‘\énan\\ \Aét 1986 \\ i

"\-,_5 #

TT hearings are heard by Tenancy Adjudicators. Adj udlqé’cors ale Im/p%n al aizd mdependen’c judicial officers.
Most are lawyers and are appointed by the Govern@tGEne\ral on the I‘ec méhfiamon of the Ministers of Justice

and Housing. :\\_ N ,” ,\ «

The TT is presided over by a Principal Tenam;y Adfudlcator whO\must oId a practising certificate as a barrister
or solicitor or-as both a barrister and s¢ ]i@ii; l:‘the ngh Cg\grt oF New Zealand; or an equivalent qualification
issued or recognised by the appropu% g a@t}gorlty m\axg C@mmonwealth country, or in any common law

country or state. e AN Yy,
{x N W \ \‘ \\\ e

For transcription purposes, only TTl})ppeals arg( ﬁ&{zsélbed and these are usually for a re-hearing because
either more evidence has céme’t@ lzg tora pgrty aid hgt receive notification of the original hearings. A Judge

presides at these appeals \There }s also a. pr’ovismn -within the Residential Tenarcies Act 1986 for a party to

o
r

TT is also admmlstéried through the Clvﬁ :[urr/ diction at each court, but case management is not managed
through CMS uril ess" ’AT%I‘ is appeaLed TJle appeal is then entered into TSM.

(
A request. was mad to Rex- Maldmen{ ’Prmmpal Tenancy Adjudicator, as to how many appeals his office had
received thlceref ahd thig )Tu‘:nber Was 55.

Asaresult of a request from NTg enquiring as to how many TT appeals had been lodged in CMS from January
2012 until October 2012, a CMS report was run and thisidentified 157 TT appeals had been lodged.

From an NTS perspective, a TSMR410 List of Non-Contemporaneous jobs for the period January-October 2012
was also run and 213 TT “appeals’ were transcribed by NTS. This leaves an anomaly based on the CMS report
(157 appeals lodged) of 56 hearings. Thave been unable to identify whether these 56 hearings were legitimate
appeals, requests from parties for a transcript, or other reasons ie an adjudicator wanting a transcript for their

own heeds.

The Principal Tenancy Adjudicator figure of 55 perhaps indicates that Civil registry staff may not be notifying
the TU of the number of appeals lodged.
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These figures have no direct impact on the integration of TU transcription requirements into NTS as all this
work is currently undertaken by NTS, albeit, under the ‘tribunal’s’ umbrella.

Fees:

Under the Residential Tenancies (fees) Regulations 1998 states:

5: Fees for transcribing and copying of proceedings

(1) The fee for transcribing an audio tape of any proceedings of the TT is $25.55 for each hour or part of an
hour of the hearing of those proceedings.

O

N N

Civil fee recoveries do not go into a unique account, nor do they have any, spe&al “codé indicating so.

Unfortunately NTS did not receive enough records to enable a proper due dlhgénce to\bé undertaken. NTS
could not isolate the filing fees from the transcription charges. TU do not keep fylhre,%oz ds and in FMIS the
invoices are scattered amongst different cost centres and some of the cop(léS haﬁallﬁdst no, 1nformat10n other

than the amount. N
AN N {: 1,/ N
WEATHERTIGHT HOMES TRIBUNAL ’\f\\\Q;,

The purpose of the WHT is to provide speedy, cost-effective and\m epeﬁdemz,adjudlcatwh for leaky home

claims brought under the Weathertight Homes Resolution Setvices (WT—I S) Act 2@96
< \\\\

The tribunal was set up in 2007 after Government recqg& ed}h\&dlfﬁcul’geg V\Qr’ch re,solvmg leaky home claims
under the previous WHRS Act 2002. The 2006 Act proWdéEI for enzanqed SE VICGS, including setting up the

tribunal and giving it greater powers to resolve fput\s’ fa\s, el’“ AL

The Chair and Members of the tribunal act as\é &dlcg\t})rs of Iee\tky h me dlsputes and they are supported by
MoJ staff who provide registration, case managexp@x{c arid othﬁ?dh@étfﬁtlve services.

Affected homeowners first apply to the\Ml 13 -of( Bus ess\ln ovation and Employment (MBIE) to have their
claim assessed for eligibility under ’c(h%‘3 6 Act MJ?{I& rovides the assessment, negotiation and mediation

A

services for leaky home claims. , If. fan owmer’s clajm Is NG u{ld ehglble and the repairs required are assessed at
over $20,000 (or the repairs ;lready mmade cost 0&6%{20 000) the claimant may then apply to the tribunal for
adjudication. Claims for $20\0Q0 orjéss foll{vﬁ(fl h\m\o:ge streamlined process with the department. But if a
settlement is not reached/t t{ns W }(the c algnalgt ay. Q/pply to the tribunal for adjudication.

R
The outcome of the@d]uﬁlcamon isa legﬁ\y\@mdgfg decision from the tribunal as to who is responsible for the
leaks, who shou cL pay;: "and\how much: K(N,ot/e that this is the extent of the tribunal’s powers - the tribunal

™,
.

cannot fix the {home) < N

The legal {eqihlremen}s for rec\ dmg/ audlo storage for WHT hearings are notlisted in the WHRS Act 2006.

/\ / ,,
Some WHT h/earings are callg‘d “Wltness Summons”. This is when a party to a claim has not taken part in the

original hearmg and the ad]udwator and counsel require them to answer questions. Or WHT may summons a
person who is not a party to e claim but may have some valuable information.

The duration of Witness Summons hearings are from 1 hour to a half day.

All WHT transcription requirements are outsourced and records provided indicate that from February 2012
until April 2013 there were 31 transcripts requested. Twelve of these were for Witniess Summons. There was a
total hearing time (audio) of 53 days for the year, with a turnaround time, on average, of 9 days.

ACCAPPEAL AUTHORITY
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The Accident Compensation Appeal Authority hears appeals against AGC review decisions under the repealed
Accident Compensation Act 1982, This is a separate authority to the ACC Appeals (DC Registry) that hear all
ACC appeals against decisions made under the (current) Accident Compensation Act 2001.

Transcription requirements tend to be only requests when the matter goes before a higher court and
occasional requests from the chair to assist with the writing of a decision.

Two transcripts were requested during 2012, both of one day duration, and both were transcribed
contemporaneously by an outsource agency.

COPYRIGHT TRIBUNAL

about file sharing infringements.

Licensing scheme dispute applications can be about:

e The reasonableness of an existing licensing scheme in a dispute be‘tween -the operatpr Qf such a scheme

and a person claiming that they require a licence under the: sphf;{ne ) NN
o The terms of an existing licensing scherme
s A proposed licensing scheme that is not yet in operatmn O

AN s
.. oy
c\ \ . \\" . T z
BN
NN,

File sharing infringement applicdations can be about:

A rights owner can make a claim against an mternet accb\un’tholder )10 th rig‘hts owner alleges has infringed
copyright via file sharing. 1 o N

Sections 122A to U of the Copyright Act 1?9{\0 tlf A_e’vth} OCESSN> k ‘

The Copyright Act 1994 and Copynght }ringmg Flke S@armg}) Regulatlons 2011 are administered by the
Ministry of Economic Developrnent ~ S - \\\ \\\

PN \ s S ™
If a Licensing Scheme hearing. ﬁ\t@ be /h 1d these ﬁeﬁuestsxwould be for contemporaneous transcription as the
hearings can take up to 6 v eeks\ ﬁ‘}zds is or}e\b}\the {etv occasions when TU will request contemporaneous
support for a hearing dnd.“t B derstandmg* sh\;\mld be that the hearing be held in an FTR NTS-enabled

courtroom. TU will dzscuss*m%h NTS pner fo Bnyhearmg occurring.

™,

K‘\ \ \\
As the File sharing/mfmngement ap\phcaﬂons are a new claim, TU advises they are unsure of what, if any,
transcrlptlor; requlrements there\ are, but ‘at this stage it would be only if there is an appeal to a higher court.

\‘ ‘\x\

No transﬁﬁptlon Was requn e*(i dirin g fhe 2012 year.
\ x / / s\y\

CUSTOMS APPEAL AUTHORITY
The Customs Appeal Authority sits as a judicial authority for hearing and deciding such appeals as are
authorised by the Customs and Excise Act 1996 or any other Act against assessment, decisions, rulings,

determinations and directions of the Comptroller of Customs.

A transcript is required if an appeal is lodged in Higher Court. No transcription was required during the 2012
year.

HUMAN RIGHTS REVIEW TRIBUNAL
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The Human Rights Review Tribunal is a statutory body established to deal with certain cases that are brought
under the Human Rights Act 1993, the Privacy Act 1993, and the Health and Disability Commissioner Act 1994

These cases may involve issues relating to privacy of personal information, health care provider standards and
discrimination (on the basis of ethnicity, sexual orientation, gender, political opinion, employment status or
disability). The tribunal has a monetary limit of $200,000.

The last request for transcription from this tribunal was in June 2011 for a 4 day hearing transcribed
contemporaneously by an outsource agency.

IMMIGRATION PROTECTION TRIBUNAL Q \\

) O\
The Immigration and Protection Tribunal is an independent body established und\r th> mergratlon Act 2009
to hear appeals and applications regarding: g

R
e residence class visas ((::\\\\ ’
e deportation (including appeals on the facts and humanitarian gr@iln s} ) )
» claims to be recognised as a refugee or as a protected person \ / ;

The Immigration Act 2009 was passed on 29 October 2009 x@;th\the purpose o/f\\ gr/omng New Zealand’s
1mm1grat10n system. Part of this improvement was to streamh\e the hn)nlgratléh appe :p ocess by creating a
single, ‘one-stop-shop’ tribunal to consider all grounds fof\ELQpeal together,\ J;esult the Immigration and
Protection Tribunal (IPT) was established. IPT is an adxmmstra“my@)rewew trib ﬁaﬂ y /

This tribunal is based in Auckland and Wellington,. Therg, ar lhudla Supp&t%aff employed for transcription
purposes with the majority of their worlk being t pm tldn of ]ﬂd\c al deél\mons There have been over 3000
lodged with the IPT since its inception and 6y er BO‘V Xl)f these\are date\r:rnmed on the papers only; this is a
process where a brief(s) is/are compiled anid/ot. a fﬂe prepaﬁd foRQe judge s consideration and from which
the Judicial Officer will issue a dec151on ¢ “\§ \(&

S St

‘ourt Appe, loﬁgad within the last 12 months. Of these the High
R4- r&a@ers These were all transcribed by NTS on request

There have been 14 Judicial Revxewng gh
Court ordered that transcripts quatohé\p}éducq Hin
from the IPT. %

\\ AN AN
LAND VALUATION TRIBU{\TAI}\ \\'

\ S
The Land Valuation ‘T‘rLbu\flaLdeals with- 0b>€tLQ/nS relating to the valuation of a property by a district council or
its valuation aget, usuﬁly Quotable Valu(eJt J5 case managed by the civil jurisdiction and entered into CMS.
s \ \ S’

The trlbun(al also hé;s rnatters relat}xgto a valuation when land is taken under the Public Works Act 1981.

\ / \/

/\ N

If an objthlon to'a land Vaﬂ ti n cannot be resolved, then the tribunal will arrange a hearing where both
parties can 91: forward then\case 99.9% of these hearings do not go to a formal hearing and are resolved

between the-parties. <

Any owner, occupier, body corporate, or agent can lodge an objection with the tribunal within 20 working days
of notification of the decision under review.

The tribunal Chairperson is always a District Court Judge and he/she is assisted by two tribunal members, one
of whom will be a registered valuer.

It is an expectation that LVT hearings are transcribed contemporaneously because of the complexity of these
hearings. There are approximately only 1-2 per annum but there were no hearings in the 2012 year.

LAWYERS AND CONVEYANCERS DISCIPLINARY TRIBUNAL
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The Tribunal’s purpose is to hear and determine disciplinary charges against members of the legal and
conveyancing professions referred to it by a Standards Cominittee of the NZ Law Society or NZ Society of
Conveyancers, or the Legal Complaints Review Office. It also receives applications regarding suspension,
striking off, revocation of orders and restoration of practitioners to the roll or register.

The Tribunal was established in March 2006 when Parliament passed the Lawyers and Conveyancers Act. This
Actreplaced the Law Practitioners Act 1982.

The purpose of the Actis threefold. It was set up to: e
("
e protect the clients of lawyers and conveyancers and ensure that quallty, cons\lstent\ }nd effective
decisions are made in dealing with alleged breaches of service

e to promote and maintain public confidence in these professions

e torecognise their status, especially that of the conveyancing® professj{oh \, ) v \\\\
OO SO
The New Zealand Lawyers and Conveyancers Disciplinary Tribunal (the \T(gl}x{n‘alj was estéﬁllsh\tid as part of

this new regulatory system.

/’, , N <
“ON \_ \V N

\\

RN S
*Conveyancing -is the transfer of ownership of property or b smess from one erson‘to anéther This
P st DE

/ A hS

profession is now governed by the NZ Society of Conveyangers\\ NN A N )

\ \ \ ‘\.\,f

. \ \ <
SN s :‘ N
The three parts are: e S {,/ /\‘;\ﬁ, 2,
NN NN
s Part 1: the establishment of the; Q\”\\ ards Comrignttees of‘thef NZ Law Society and the NZ Society of
Conveyancers. \\ \Q\f}i ~ RN S,
/\\\ . ) 4\\\ \\)\\‘\ b
e Part2:the estabhshment 6t the Legal Compla\n&ngevsf Officer.
‘ ," .-" /\ ., \

e Part3:the estabhshrr(‘lentof theNZ LaWyerS‘and Conveyancers Disciplinary Tribunal.
All evidence given ina Dibcrphnat‘y Trib; . ustbe given by affidavit unless the tribunal directs otherwise
and all witnesses rr{ust bQ a\vaﬂable for cross»exammatlon if required by the tribunal.
/ \ o /
A transcr 1pt is requu’edxlf an appeal 1hedged in Higher Court. There were 6 requests for transcripts in 2012.

N,}\ EN e

& \/,
\"f~"‘/

L\
LICENSING\AUTHORITY OF SEQOQD«HAND DEALERS AND PAWNBROKERS
\ \ A, ,J /\ \
The Licensing, Authority of Seco>nd—hand Dealers and Pawnbrokers grants licences and certificates to second-
hand dealers and pawnbrokers It also hears Police objections to the grant of such licences and certificates, and
Police complaints against licensed second-hand dealers, pawnbrokers and certificate holders.

The legislation is Second-Hand Dealers and Pawnbrokers Act 2004.

The authority consists of one member, appointed for a term of three years. Up to two Deputy Licensing
Authorities may be appointed from time to time.

A transcript is required if an appeal is lodged in Higher Court.
ALCOHOL REGULATORY AND LICENCING AUTHORITY (ARLA)
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The principal functions of the Alcohol Regulatory and Licencing Authority, previously known as the Liquor
Licensing Authority are:

e to determine application for, and variation of, on-, off- and club licences, and the renewal of those

licences, as may be referred to it by District Licensing Agencies;
o to determine applications for manager's certificates and the renewal of those certificates as may be

referred to it by District Licensing Agencies;
o to determine appeals from decisions of District Licensing Agencies;
o todetermine enforcement applications filed by the Police or District Licensing Agency Inspectors.

The legislation is the Sale of Liquor Act 1989 i Q \\

<.

ARLA consists of 3 or 4 persons, of whom one is a District Court Judge and is app@mted gs the chairperson of
the Authority. Two members constitute a quorum at any meeting of the Authorl\ty > . \Q/)

Atranscript is required if an appeal is lodged in Higher Court. < ( \\ \ ‘\\

\
.

MOTOR VEHICLE DISPUTES TRIBUNAL

The Motor Vehicle Disputes Tribunal enquires into and determmes a}%hcations /made\ﬁz {umhasers of vehicles
against motor vehicle traders. AN N .
\ \ ( \/ A \
The tribunal has authority to order a vehicle to be rettﬁ*ned%o \fhe tladenan fox/ He purchaser to receive a
refund of the purchase price paid for the vehicle or an aw}ard\ef the purchaser" S Gpsts of carrying out repairs to
the vehicle. The tribunal may also order the transfer. to thé trader f th é;purchasers obligations under any
financing arrangement made at the time the Velnaé( Wa§ y{n chasedf, \ \
\ ) ’\ / 7 ~,

The tribunal sits where required at cities angt(twn “glroughout\Ne%Zaaland

The legislation is the Motor Vehicle S T S. A t\ZQbS ™ \
3{ e\ ¢ K

x

One adjudicator covers apphcatt“ms frem\\lew Plyﬂ@l/‘l‘%\ao and above, with three appointed assessors.
'\'\\\ \ /\
The other adjudicator COVers\abphgaftlons frog(n\HaWke s Bay southwards and the South Island, with two

Y \\ -
appointed assessors. \,\\\\ ) R

\ \ ‘\'\ L ) Y \ <// 3\/\
" \
The adjudicator ;appmeics oi’;e of théir- ?S \sérs to assist them with the technical aspects of the application
hearing. The’ ad] ca‘cox\makes the decision {alone.

\\

/

Ve

N e . N
A trans Cril:(thS“Fé(le‘e\d ifan- appeal 15)19dged in Higher Court.

PRIVATE SQ(;iJR TY PERSON EBLICENSING AUTHORITY ,

/ , /
The Private Security Personnél Llcensmg Authority is the independent authority that assesses apphcatlons and

issues licences and certificates for people working in the private security and investigations industry in New
Zealand.

The Licensing Authority was established under the Private Security Personnel and Private Investigators Act
2010, which came into force on 1 April 2011.

The Act introduces a new approach to certification and licensing, along with new provisions in relation to
improved regulation, compliance, and training.
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The Private Security Personnel Licensing Authority replaces the Private Investigators and Security Guards
Registrar, which was disestablished on 31 October 2011.

Any applications made prior to 1 April 2011, and awaiting a decision, will continue to be determined by the
Registrar. After 31 October 2011 any applications or proceedings still to be completed will be transferred to
the Licensing Authority.

TAXATION REVIEW AUTHORITY

The Taxation Review Authority is a statutory body appointed to hear and make judgeéﬁf”;i cases where
someone objects to their tax assessment or a decision by the Inland Revenue Commissioﬁ\é{.\}»m_/}

The Authority can hear disputes regarding any amount of tax. It can also hear cases Wheite th’e legal issues affect
unrelated disputes between Inland Revenue and other taxpayers. S

The Authority currently consists of a District Court Judge and recelv\%s\admml}:tratlve supp@rt from the
e

\«

Tribunals Unit, Wellington office.

The Taxation Review Authority is enacted by the Taxation Rev1er(v Authonues Act 1994{ dﬁ ti
Review Authorities may also be created as required under this Act O

1998.

’ ‘\ \\\« 5’/” e b

These are one-member Authorities, who may be ngtrmt\CGurt ]udge;s lI‘ b ﬂ‘lsters and solicitors of the High
Court of notless than seven years practice. The &ﬂrFeILA ’chorlty chlswts of a District Court Judge.

The Social Security Appeal Authonty‘hears appeals\l}@ad\ by enef1c1ar1es about their benefits. In particular, it
considers appeals against; g

\\

The applymg party wﬂl lodge a DYaft Case Stated and the other party can lodge submissions in opposition. The
applying party il have final rfght of reply before the Authority Chair person states the case to be filed (by the

SSAA Case Manager) in the High Court.

The legislation is the Social Security Act 1964 and the War Pensions Act 1954.
The Chairperson and Deputy Chairperson are Barristers and Solicitors of at least 7 years standing, who
normally sit with two appointed lay members. The Chairperson of the Authority is supported by a Deputy

Chairperson-and two laymembers.

The Tribunal normally sits in Auckland and Wellington on alternative months.
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Periodically a hearing is held in Christchurch. The Tribunal's schedule of hearings is available on request from
the Authority's secretariat.

No records of transcription requests appear.
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TRANS-TASMAN OCCUPATIONS TRIBUNAL

The Tribunal is established pursuant to the Trans-Tasman Mutual Recognition Act 1997 to allow an individual
who is registered in Australia for an occupation to be entitled to be registered in New Zealand for the

equivalent occupation.

Applications are first heard by local registration authorities. If an applicant questions a registration authority’s
decision, they can apply to the Tribunal. You can apply to have a registration authority decision reviewed at any
time ~ there is no time limit.

e impose conditions on registration; or
¢ postpone the grant of registration; or
a refuse to grant registration.

3.1 LEGAL REQUIREMENTS FOR TRANSCRIPTION

3.1.1 DISPUTES TRIBUNAL



RNV ETIN

3.1.2 TENANCY TRIBUNAL
The legal requirements for transcription of Tenancy Tribunal are covered below:

The legal requirements for audio storage of Tenancy Tribunal hearings are under s 6 of the Residential
Tenancies Rules 2010 but there are no legal requirements for transcription.

Keeping and transmission of documents { ( 1l
N,

(1) Documents held in an office of the Tribunal or by the Registrar may be kept in }my\mnn) rthat the chief
executive of the department orthe chief executive of the Ministry of Justice thbl&’s/ﬁt\mcl uding by means of
a device or facility— /\\ / a NS

(a) that records or stores information electronically; and
(b) that permits the information so recorded or stored to be read(_)( ms<)§&'ed or regroduced in usable

form; and LTt
(c) that permits the information to be accessed by electronic mgcblé&> PN (‘L.,,,\’/
NN \ ~ NG N
Also pursuant to s 140 of the Residential Tenancies Act 1998 clause\S\sgafes R "\\\\ o
RN 7 :\\ ) \\/
4 ’/‘/ Ve \\ e
Fees for transcribing and copying of proceedings \\\ NS s\)

e (1) The fee for transcribing an audio tape of Hl‘ly}f@&@édlﬂg&@ﬁ?’u’\ %rzbuhal is $25.55 for each
hour or part of an hour of the hearing of those Z‘)%QeedmgS(
(2) The fee for copying an audio tape 6f any pr;\y‘cgedmgs of éh
or part of an hour of the hearing ofth q pryﬁe?admgs;i s (
(3) The Registrar may charge f@r»the cqst of a cafvetta\f ;he person requesting the transcript

does not supply a cassette. - ( C _x/
Regulation 5(1): amend \1 ]Zl e 2011 by egulation 7{1] of the Residential Tenancies (Fees)

Amendment Regulatzons 201 1 /1\25]\ D
Regulation 5(2): amende 20 ]une(201\L by requlation 7(2) of the Residential Tenancies (Fees)

Amendment Regz\ag\bn‘szaﬂ (SR 2<0,11/12\5J

AN \

T]}bunal is $10.22 for each hour

A,
s

\\/
3.1.3 LAWYERS AND CONVEYAI}I CERS DISCIPLINARY TRIBUNAL
i -t WO s \x
The legal requlrem\eilts fm t1 anscrlptlon 8? the above tribunal are as follows.
\ \ \\ X

« N,
Section 36 Reca" d"bf{‘roceedmgs bftbe/ZOOB Act states:

SN A /
(1] @recard df\(ze pf"océedmgs of the Disciplinary Tribunal must be taken at every hearing and
gtored hy the’T}l u@ﬁs Unit on behalf of the Tribunal at the conclusion of the hearing.
}[2] The followmg people are entitled at all reasonable times to inspect the record or a transcript
of it and may receive a copy of the transcript on request:
o (a) a person who is entitled to be heard on an appeal against an order or decision of the
Disciplinary Tribunal:
o (b) the New Zealand Law Society, if the proceeding relates to—
o (i) a current or former lawyer; a current or former incorporated law firm, or a
current or former emplayee of a lawyer or incorporated law firm; or
(i) an appeal against a decision of the New Zealand Law Society declining or
refusing to Issue a practising certificate:
o (c) the New Zealand Soclety of Conveyancers, if the proceeding relates to—

Q
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s (ila current or former conveyancing practitioner, a current or former
incorporated conveyancing firm, or a current or former employee of a
conveyancing practitioner or incorporated conveyancing firm; or

e (ii) an appeal against d decision. of the New Zealand Society of Conveyancers
declining orrefusing to issue a practising certificate:

s (d) any court hearing an appeal against a decision of the Disciplinary Tribunal

(3) The chairperson may, subject to conditions the chairperson thinks fit, permit a person to—
o (a) inspect the record or a transcript of it:
o (b} receive a copy of the transcript.

transcription of hearings were provided.

4.0 PEOPLE AND PROCESSES

4.1 PEOPLE

Three roles directly support judicial officers in the Tribunals Unit. <
o TJudicial Personal Assistant (JPA) (5 positions)

s Judicial Support Officer (JSO) (4 positions)

R -
These roles provide support directly to the head OT bench and / or r{x;hcxal ojﬁcers They produce decisions and

other correspondence on behalf of the ]udm@ qfﬁéé\i*s They may >sc&carry out other administrative duties
such as reception, opening mail, filing, ba\m%mgl petty cash accé“unts payable and if required, transcription of

\

\ \\\\ hd \ \ hN \>
x\ \

After discussion with various mend et ‘O‘ ‘the TU mafiz éHIe\ht ‘team with regard to any possible impact on SOs

should NTS undertake future t anscriphon For all TU heaQngs They stated they were quite confident that the

impact on the SO role would be‘ m\mxmale w1th the]érger 1mpact being on the outsource providers.

hearings.

TU will need to deter mlne
S0s.

| \ \ ‘/
r}d mapage the: 1mphcatlpns of the removal of transcription as part of the duties of

Judicial Suppovt AY

The TU ]udlglal Support {the. roles noted above) perform a range of tasks, and provide confidential, accurate
and timely, word ﬁrocessmg serwces (copy and dictaphone) to the Judiciary, Tribunal Chairpersons and
members. V\lord Processmg 15’ _elr vore function and constitutes 95% of the role. This includes:

s Productmn of deCISloné/
e Transcription of hearing tapes/recordings

e Developing and maintaining templates

e Training of other staff on computer packages and style and format
s  Formatting of work already created

s Production of annual reports for printing

Other duties involve:

o Updating Judges loose-leaf and statutes and other filing
e Reception

NTS Tribunals Unit PeopleProcess: Discovery v3.0 (2)  Page 16



o  Financial tasks including accounts payable, banking and petty cash
o Travel arrangements

There are currently twelve Judicial Support roles. Two JPA’s are based in Wellington, two in Auckland and one
remotely in Rotorua. There are 4 JSO positions based in various locations in Auckland and three SOWP roles
based in Wellington. These roles report variously to the Manager of Support Services (Auckland and
Wellington) or a Jurisdiction Manager (IPT Auckland only). All Judicial Support roles undertake transcription
on an ad hoc basis, but as stated in ‘Current State’, they do not keep records of transcription of hearings, have
no set templates for transcription and estimate that hearing transcription would form apprommately 2-5% of

their role. T
S
Case Manager (Tribunals) \\\\\E\ . >
>, . -
A ya ) ,\\\\:“ o’
The Case Manager (CM) (Tribunals) are responsible for: N\ \\ s
yd P \ A
e Providing expert services in case management to ensure efficient and mel ]mg and progression of
cases through the tribunals V\ \ N

e Day-to-day support for members of the Judiciary. Day to day contagt\v\q@ parjz‘les [cp{o.ncer\s) .n relation to

their specific case

e Contributing, as part of the whole tribunals team, to ensure & hl stanglaxd of/éervme fo}]udges members
of the legal profession and other agencies and stakeholders a across. ultlple §p@€1§llsed”cml jurisdictions

e Providing services to support the hearing of cases;, %cludmg 1dent\1\f§nng {nd “providing for special
requirements such as interpreters, setting up an(Lc\O tmglmg heé{mg _venues, ensuring necessary
equipment is available, ensuring appropriate Securlty‘ irlan é\fnen’cs are m\pilace managing of exhibits and

ensuring timely updating of case management recort s >

\\/

- /) /
The CM function which will have the largest 1m%ct gny lntegramon/of) tz'anscrlptlon requirements is that
AN . yd / «\

shown below. o N O
C \\’\/

e Operates digital audio evidence re; a{d‘nggystems, mamtalns accurate logs and ensures case records are

updated during the hearing. w { (
<\:\\\\’\ \\ \\\,‘
CMs are based in the Welhngtonﬂndﬂ%kk]and ;‘U\S on\%y\ “Each CM is attached to a particular unit, but can be

required to provide ser v1ces fo the- smaller tanipals Q hold hearings infrequently.
\
\\ <
There are eighteen CMs 11’\Welljngton TU, elght a:DIPT/Aucldand and twelve at Auckland TU.
;""‘» \\\/ / //) -
3 \ K( ‘>\>
The Jurisdiction” M%xager UM) is Tesponmble for a specific tribunal (jurisdiction) or a range of these. A JM may
\\
have Reglit{ar\pQWers dependmg oiﬁ:he? particular jurisdiction.

\ ‘\/
There are\9\]M 5 f))ur iny Wel\hngtop, three Auckland Tribunals and 2 at IPT Auckland.
The Jurlsdlctlml Managerds’ Pe;ponmble for the internal and external relationships, business monitoring and

reporting 4nd has line respon51b1hty for Case Managers and Judicial Support (Auckland IPT only)

Jurisdiction Managélf : V

4.2 GENERAL COURT PROCESSES
() DT are case managed and administered by the Civil Jurisdiction and have case numbers in the
~ format CIV-Year-Region-Case Number, For example, a Christchurch DT hearing will be in the
format: CIV-2012-009-000001.
(b} All other Tribunals are identified by their abbreviation eg HRRT is the identifier for Human Rights
Review Tribunal. The abbreviation is followed by the case number and year eg HRRT 37/12.

Tenancy Tribunal are identified with TT 46/12 (Tenancy Tribunal/case number/year.
Sometimes TT after the year to determine type of case eg. TT 46/12UT (meaning ‘unit: title claim’.)
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(c) TU adjudicators travel unaccompanied and are sometimes assisted at the court being visited hy
local staff but Disputes referees sit alone and are responsible for the recording equipment and the

lognbtes.

(d) Visiting Judges are housed in Visiting Judges’ chambers nationally, if available. Referees and
Adjudicators are housed in spare Judge's chambers, if available, ora spare office.

(e} TU Case Managers (CMs) are experienced in the use of Mobile Evidence Recordmg Kits (MERKs)
and all have used FTR,
4.3 SCHEDULING PROCESSES PR
. \ AN } 3

TU schedule and support their hearings with their own staff, except with some off-51te hearmgs —

\

After hearings have been completed, the audio/lognotes for these are stored aniany(feqlxést‘s for transcription
of those hearings are done, in the majority of eases, retrospectively. In the case- Qf\smmé of the longer hearings
where a request has been made in advance for a transeript to be prowded T[f wﬂl E{dVlSe NTS\at least 10 days
in advance. These hearings will be transcribed non~contemporaneously” ‘Qlth an- SLA of lfi days /r/;}@t including

weekends or public holidays.

Requests-for transcription cover a wide area and some of those arés

N
’ )
s Hedrings thatare appealed and the Judge will reques’c t‘be\k&eamng be trén\scnbe\d
STy \ i
e Parties toa hearing feel they were disadvantaged 1n§\0m\wéy and Wlsh t\Qreview the evidence.
O

s Long hearings will oftén be requested to pe “tra scnbed dué to the“”‘la;rge volumes of evidence being
presented. These may be requested f01 Gontemporaneous Q‘uppoyt\ o

a. DT: 2-3 hours {
N
b. TT:2-3hours 02
. \\ e >
c. HRRT: Hearmgs tend\’go e longer ﬁ\zl\th~ ythmg from 2 days to 6 weeks (NTS would be advised
about mese/pﬁor] \

s ,
d. IPT: 1-L: Siaysonaverage

e. Oﬂlefxtnbunals anywhere betwaen 2 hours to 2 days.

(b) All ‘mbunals\heal ings, a}e reco;ded and stored.

\

‘x
(c) Welhngton TU ha’ve\tvsfo dedlcated Hearing Rooms - HRO1 and HR0O2 which have FTR 2.2 recording
eqmpment 1nstal'[e(i ,and $1R03 which utilises Phillips kits for any recording undertaken in this hearing

roofny” 7

(d) In Auckland WHT has two hearing rooms (one is multi-purpose). IPT has three dedicated hearing
rooms. There are no dedicated hearing rooms in the Auckland District Court, where many of the
Tribunals Unit hearings are heard. Access to a hearing room at AKDC can be problematic and on
occasion if is necessary to use a room without FTR. When this occurs MERK will be used.

(e} Christchurch has a dedicated hearing room at their Orchard Road premises and use Phillips kits for
recording there. An attempt is being made to retrieve the PC with FTR 2.2 on it which was originally
in Hearing Room 06 at the Christchurch District Court, which is now red stickered and transferring the
licence to the Orchard Road PCto enable FTR audio/lognotes to be recorded there.
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(f}  On occasions where a hearing is heard offsite or at another court location, the CM will contact the
courthouse nearest to where the Tribunal/Authority has requested the hearing to be held. They
consult with the Court Manager, or scheduler responsible for the allocation of courtrooms. They
advise them of the date of the hearing and enquire regarding availability. If a courtroom is available,
confirmation will be given, but often the court cannot give a definitive date and therefore an off-site

(non-court) location is then chosen.
The nature of transcription (non-contemporaneous) does not dictate the location requested but

preference should be given to a ‘contemporaneous’ location, although proximity for the parties and
courtroom availability are more important considerations with scheduling,

4.4 HEARING PROCESSES K(\\ : %

Courtroom set-up PN
\ \ \/

CMs are responsible for all court taking duties, although they often have to undertake admlmstl ative duties for

the bench, ie, photocopying, distribution of data to counsel/parties, swear mg«m\qf\\mmesses etc which may

require them leaving their PC and therefore unable to enter lognoteS\ at the “exact ttme\ CMs are also
responsible for the setup of all recording equipment in the COUIBI‘Q&}H de /MER}(\{"TR/ \?I'hey are also

respousible for lognote annotations.

- ‘\\

\
(a) CMs advise that when they support a Trlbunal/Authbrlty\ab a hearmg;/fhey\ amVe at the allocated

courtroom/venue at least one hour before the hearl{lg\qymmences R

\ .
(b) TItshould be noted that all CMs now belong to, l\FTR}x‘l})bal User\Gro\up Whlch enables them to access
the “T" Drive at any court they are sitting i 111 J _)

(c) Prior to hearing commencement all CM follo N smular pr re)
NN Y ‘\1{

8.00 a.m. - Orientation \) N \\ \>\\<\,
8.15 a.m. — Set-up circuitkit_ p§\o{ MER—K);\ Nl
(O
Q\\\\\}\

9.10 a.m. ~ Courtroom\préparatlon i Qt\'\et\c
N

9.20 am. Trlbl?ﬂ@ﬂﬁ%%ﬁh\anty méteT;S available and any last minute directions.
N,

\ A \ k., rE
9.30 am, — Com t})pens eI S

'\
A major impact, 11;1 the\ntegratio pro(cess’ will be in the area of audio retrieval from MERK equipment,
particularly-in; a‘re ote locanon\ oyt, also in non-FTR courtrooms. A Technology Process workstream
document{i§ be é f prepared gnd \v:gfl .present all scenarios regarding the use of MERK kits both on Ministry
ite

premls“es\and 0

/ N, \ ‘v
'\/’ /\' >

{/
Case Managers at IPT provide a different range of services for hearings. Case Managers are not present during
Refugee and Protection hearings, nor are they present during deportation hearings held at IPT. For these
hearings, FTR is enabled and remains recording through the day, log notes are not entered. Judicial Officers
manage the hearings without direct assistance from a Case Manager.

Vanatlon /IPT

4.5 AUDIO & LOGNOTE PRACTICES

When log notes were introduced to the Ministry, they were viewed by the Judiciary as a replacement for the
‘Crown Book'. Whilst the Crown Book was kept mainly for Criminal/Civil proceedings, for consistency
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standards, these requirements now form part of the NTS standards across all jurisdictions and all TU staff will
be trained in NTS loghote protocols.

All 29 tribunals within the TU record their hearings on either Phillips Recorders, FTR and Mobile Evidence
Recording Kits (MERKs). Audio and lognotes are either downloaded to the relevant CMs PC and with FTR and
MERK audio and lognotes, these are burned to CD and forwarded by the court taker to the relevant CM who
stores these. In the case of an appeal being made and a transcript being required, the CM forwards the audio
and lognotes to the transcriber and/or outsource provider.

(a) Hearing audio’is monitored by all CMs. N (x
N ‘\\ .

(b) Al CMs compile log notes Whl]St in court These are Iognotes done on elther FTR o;ﬁ Nd&IRK Manual

present.

(c) The majority of CMs have used a MERK and all are familiar w1t]g\F<I‘R an@ are experlenced using log
notes. Recordings made on a Phillips or Olympus recorder haﬁe\manualf’lognotes“made by the CM
which note the speaker and time as shown on the recorder LN S

{d) CM's transfer the audio/lognotes to the TU ‘I’ or T’ drive retrospe\ctlvely to énable 1iftc’> be transcribed,
or they will provide a CD or email the audio once the\r\equest for traﬂsémptkon “Was been made and
\,\\\ n\\ E

approved. N . N T
O N 47

() Tribunals have a minimum time of'4 weeks for audIQ S’CQrage b}lfmost\reoordmgs are kept indefinitely
or until an audit is completed. In regard to’D'K‘the/ 1dehnes are90. lays but courts are asked to move
the recordings to CD/USB and these are, k\egt a‘§ 1ong asf the‘y a>e\1=equ1red TT audio is stored on the
local “T" Drive and archived off hy the NTS T\F\IZI system, mon‘chlg, for storage.

<“‘\ N K/ N \ ’/ ’

TU do not keep records of transc@tlo‘n reqmreméms: "'dertaken by their staff but'a ‘rough guesstimate’ given
by the Wellington TU mdlcat\es agx a\z\erage of/ﬁﬂ tfanscnpts per annum emanating from all the listed tribunals
below, not including T'I\ or‘ DT Whose ‘ﬁ(ansfcﬂ)pgon requirements are presently undertaken by NTS but

undertaken 1;by TU ff' NTS was tomnﬁég,take transcription for TU in the future, they would need to track
transcrlpl:lon f‘equeSts and ik \Igter cL‘aite apply an FTE.

The core funchoh of the TU ]u,dlclgd Support roles is 90-95% word processing. No actual figure could be gleaned
on what peréentage was actually transcription work of the type that NTS would transcribe as records are not
kept for this type of transcription but an estimate would be 2-5%. Judicial Support roles are similar role to
Judge's PA’s within DC and only undertake TU hearing transcription whén they are not required for other
judicial work. Itis all transcribed on an ad hoc basis.

(a) Judicial Suppertroles currently undertake most non-contemporaneous transcription requirements for
the TU. Sorze non-contemporaneous transcription has been carried out by NTS on a case by case basis
over the past 12 + months. If contemporaneous transcription is required for Wellington TU, they out-
source this work to two CAT operators resident in Wellington. There is no ‘standard template’.

(b) Non-contemporaneous transcription is undertaken when a request for transcription has been
approved and the CM either transfers the audio/lognotes from the drive where they were recorded or
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copies them to a drive accessible to the SO or PA Judicial Support or provides a CD. If the recording

was made in a non-FTR courtroom/venue, the audio/lognotes are copied to a USB stick and this is

then provided to the Judicial Support responsible for transcription. a ( ,‘;(r/
AR

(c) WHT also have their transcription out-sourced, and this is undertaken by "~ anex Court
Reporter in Auckland. (See Outsourced transcription 2012 below)

(d) There are currently twelve permanent Judicial Support roles in total. Five are based in Wellington,
two in Auckland, one in Rotorua and four at IPT Auckland.

(e) Judicial Support file and save the completed transcript for future reference.

(f}) TJudicial Support email the transcript to the requestor.

/‘\

(g) NTSwill be undertaking non-contemporaneous transcription only (15. day tu) na\round)

\\\
(h) NTS recognise there will be instances when c1rcumstanc€z d\m”ﬁate' thatwc\ontemporaneous
transcription may be required. AN } Rt
T / \ \ (

\
Non-contemporaneous transcription makes up 95% of TU/ (;’CIOD /W} ‘«the; \éther 5% being
contemporaneous. The majority of non-contemporaneous transcrlptl gmana;éér om DT‘

Outsourced transcription in 2012 was utilised for: <~&§\\

Weathertight Homes Tribunal (WHT) > R ujx\/ <L

e \ /’\ > .,
36 days - non-contemporaneous with an avera (tu éund tlm;z 124 dé}s for long hearings, but does not
include turnaround times for Witness Summons, au :}2 whlfh\qe g‘s\nerally turned over within 1-2 days as

these are very short hearings.

“\\/

\\\

\\

2 days (cor "c"éh; oraneous]
\ ‘\N SN {z # -
To view, t:\bulgalgkanscrllj\gqjx{eqlﬁrements for all tribunals see Appendix 3

5.2 GENERAL/TRANSCRIPTION/REQUESTS

At a meeting with TU Busmess Services Manager, Maria Galvin, to discuss the process by which NTS Court
Reporters might complete TU transcription the decision was made that the simplest and most efficient process

would be as follows:

s Allrequests for a transcription as a result of an order from a Higher Court, will be actioned by the
Jurisdiction Manager and entered into TSM.

e All other requests for a transcript of a hearing emanating from all tribunals (except Tenancy Tribunal)
will be directed through the TU Business Services Manager, and/orr TU Wellington Support Services
Manager for their determination as to whether a transcript is required or not.
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e Subsequently, all TSM requests for a transcript will come from either of those parties and should
requests come from any other requestor, the default court Team Leader will notify the requestor that
these requests must be sent through the correct channel.

e Communications will be sent pre-integration to all TU business units and Court Reporter Team Leaders
advising them of this process.

s Uponreceipt of the TSM request, NTS will transcribe verbatim into a prepared template.

‘\,
s  Within the transcript, when a witness is ‘sworn’ the words ‘Promises to tell the Truth\ ratl%er than
Sworn or Affirmed,. _—

5.3 TRANSCRIPTION QUALITY AND AMENDMENTS

Checking of a transcript is mostly undertaken by TU staff, except in the TT vyher
often undertake checking of their own transcripts.

5.4 STANDARDS AND TEMPLATES

Presently Judicial Support and outsource providers do not use any sp (
have designed and use their. own individual templates. )

€,

A template will be developed for TU transcription. This Wl](.l takgxt?fe form of th;e cugvent\NTS Notes of Evidence
template to maintain con513tency and allow for CRs tQ\ u\&\e‘em\bﬁdded Vm\a(:m s ta.$peed the transcription

6.1 MISCELLANEOUS

AN

(a) Lognote training for all CMS to@onfb}m to NTS. sfcandards

(b) All Case Manager’s will neeQ Gmu}amse/MessQnger Chent application added to their PC to allow for
direct contact, zfreqmred vm'h/cburt repq‘i‘ters‘*

“‘\ \ 4 2y

; NI
(c) TU use the stand&rﬁgl oqth/afﬁrmaﬁo \fer the swearing in of parties, except in the TT where the
¥ ‘ K le, cm,?espondmg Rules require a'Promise' and not 'sworn' or

‘affirmed’. Thé ‘BT oes‘not have .anyfo\’rm of “oath’ or ‘affirmation at all.
(d) The standafdlsathn of the, 'l:U Note% ofEvidence template. (To be undertaken by NTS and approved by

Trlbunals‘t f anagement) . \

(e) Formattmjg guldellnés m‘tz’oduced as per the NTS Style Guide. This style guide brings together all
exzstmg NTS standards th a'single reference document. The standards in the document are sourced

from ’the NTS standards» ;the Mo] style guide, and various government agencies, eg, Ministry of Health.

() Tr ammg in all aspects of TSM/TFM.

The TU Business Services Manager, and Wellington Support Services Manager for the TU will be the
only people within TU who will have access to TSM. Any requests for transcription, from any tribunal,
except TT, must go through them for determination and entry into TSM or declined. Another sceriario
to this has been put-forward for discussion also. (See also 9.1 TSM Access)

(g) Allaudio fora tribunal hearing is to be transcribed.

(h) TU case identifier numbers. The NTS TSM/TEM system will not recognise the current case
management numbering system used by the TU (DT is excluded as they use CMS case numbers and
these CMS identifiers must be used in all instances, not DT numbers). For example the case identifier
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for HRRT 37/09 (Human Rights Review Tribunal: file no 37: 09 = 2009) would be entered into TSM as
HRRT-37-09.

(i) A module will he developed by NTS for use by Disputes referees whereby certain standards should be
put in place during a hearing to enable identification of the speaker should a transcript be required.
This would take the form of ‘verbal’ responses by the referee. For example, when a party speaks the
referee should identify the party by addressing them as ‘Yes, Mr Smith?. NTS understands the
difficulty for referees to keep accurate lognotes, if any lognotes at all, but verbal ID would help

immensely with transcription.
On speaking with the Civil jurisdiction manager in Christchurch her expectati g/ or\t@e transcription

of DT appeals is that if the speaker is not identified then ‘unidentified’ is cce\p)able because a
referee does not have time to complete lognotes whilst overseeing a DT he:am;g

(j) NTSwill develop one generic template which will feature a drop-dowd. bQX fng a]l 29 tribunals plus
a ‘free text’ option for inserting the name of the Referee/Judge /A\dgud}Ce\Ql? The de31gn and approval

of these will be subject to TU management approval. b > e \,
(k) NTS requirements are for formatting guidelines to be in place f al\IT}rans cr;ptlon\s\pep the NTS Style
Guide. NN \)‘\ AN ’/ 5N
v’ \ . ;///
)
7.0 RECOMMENDED APPROACH TO INTE@?\ATE <\
DN \‘:,; % <“/\\ v
AN 2

7.1 OBJECTIVES >\\\>\) N

This is essentially linking all 29 tribunals trang ({rlpu nfl;equlrem&gs W‘i® the NTS in order to allow Court
transcription support to be managed and prov d\edsa}y the/QTS ]%IS ‘ncludes facilitating the technical
connection, ensuring roles and responmbﬂmes er requestm/%’“an upp ying transcription support are clear,
arranging the necessary training, and enfsur{x the change opelgi;es\a smoothly as possible.

MINIMISING AND MANAGING IMPA Cﬁb\N\STAFF\ ( < N \

n/,

Reviewing and outlining any p0551ble
description or responsibilitie ana\to ensure U m IQ ees have successful co-existent relationships with NTS

employees and to ensure ‘bu\y i1y fO/{:he char égs \'FU ill assume responsibility for the determination and

=
management of any lmgl(catior% of>tf1e Ie@;dV/al\Qf transcrlptlon as part of the duties of their staff.

o
MINIMISING IMPACT. ON\PRQCESSES AND >45‘30de TED RELATIONSHIPS

The potential for, H‘U st\aff,, in pax;t;cular C&I ’s/ to have to implement changes and any impact that may have on
their worlnngrelan%ns}np w11;h the\l\]ugges /Referees/Adjudicators.

INTROD Ué\?’*lozv\)()g7 NA TIQNAZ,\S);'AN;)A RDS AND QUALITY REQUIREMENTS

NTS W\Jld Py consultaﬁpn \v\\(th the TU, seek to have standardised templates and formatting guidelines
mtroduceq arid Service Levé }fAéreements implemented.

Discussion will also need to be had with regard to the on-going transcription of TT. NTS presently undertake
all transcription for the TT for appeals only and the anomaly outlined in 3.0 Current State - Tenancy Tribunal

(TT) needs to be addressed with adjudicators with regard to the reason why a transcript is required and this
must be clarified in the comments field and identified by the CMS number allocated to a TT hearing when it is

appealed. This is to ensure there is nio misuse of NTS resource.

IMPLEMENTATION OF TSM/TFM AND NTS SUPPORT & OPERATIONAL ACTIVITY

This would involve the raising and managing of change controls for both TSM and GroupWise messenger and
enabling this access. Implementing new processes, in particular around file structure, transcription requests

and scheduling requirements.
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BRIEFING OF REGIONAL MANAGERS
Regional managers will be briefed as to the timing of integration so they are able to gain a sense of impact on
staff and operations. Itisalso an opportunity to ensure expectations {TU and NTS) are aligned.

Areview of the differences and the potential implications of NTS’s ability to integrate the TU transcription into
the NTS in the future are reviewed below.

The variances identified are, in most cases, of a minor nature:and can be simply rectified within the current NTS
model. Variances that are of a procedural nature would require the agreement of the TU to change a number of

those procedures to better fit the NTS model. X {\ { \\>
SRR
. ‘\\‘\\:\Mf
TRAINING REQUIREMENTS " /} N
A ‘\/ ‘,,1 n_‘

\\

A major element of the integration of TU transcription requirements into the NTS wﬂl he thetralmng of all staff
responsible for any aspect of transcription. These are: - .

» TU Business Service Manager, Wellington

e Support Services Manager, TU, Wellington

e (Case Manager's, all Tribunal Units

s Jurisdiction Manager's, Auckland and Wellington
e NTS Court Reporters (CRs)

(a) All CMs are to undertake NTS Court Taker Mo‘dﬁle tramm”g w encompasses all aspects of
GroupWise Messenger FTR, including logg;lote 311(1 eourtrooms‘ej:up yequn ements.

(c)
transcription. /\ “

e All training will be Qa{frl @
~.\\ x, \\‘a.\m" )

PRINTERS

All courtrooms that are h ed"for hearlngs Eshoula be identified and printer numbers obtained to enable NTS to
add these to th '"NTS Brmt Solqun thzch Is accessible to all NTS Court Reporters.

7.2 SERVICE LEV AGREEMENTS [RESPONSIVENESS SERVICE STANDARDS)

The NTS\eXpectai:lOn for; e kerVu;e? Level Agreement (SLA) is a 15 working day turnaround, not including
weekends o1~ pubhc holldays,,and for urgent hearings, a ‘preferred date’ option is open to negotiation on a case
by case basis>These are subjeétfo NTS Management and TU Management team approval,

7.3 RESPONSIBILITIES
NTS Integration Manager

(a) To be the main point of contact between the Regional Managers and key TU staff at all sites.
(b) Responsible for taking a lead role in the integration of the TU transcription requirements into the NTS.
{c) Responsible for the change management activity witli the impacted staff.

(d) Responsible for conducting initial hriefings and forming close working rrelationships.
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(¢) To communicate/update the appropriate staff with any issues or risks associated with each TU that
may have an impact on any future operations of that unit.

NTS Business Advisor

(a) Responsibility for a comprehensive evaluation of options and definition of requirements for the
technology aspects.

(b) Responsibility for the support and development of transeription business processes and the business
systems that support these including the TSM/TFM system.

(c) In conjunction with the Integration Manager, develop detailed user gmdes f Iﬁth%}al ties involved
which will form the basis of training materials and delivery -
(d) Facilitate the evolution of the systems and processes to ensure c}ose a]“{gnmentf between them and
business needs. RSP
N P
(e) Ensure the standardisation and implementation of processeé \telhplat\és, forn‘@ts\ and business

systems across the TU. \\\ N
x T /\ \ / /

() Reviewand update training material on TSM in line w1th N\’{'\S /TU rocesseS\&

//

{g) Coordinate onsite TSM/FTR training for each site mgonsultafhﬁl V\ntgff)xe\@egﬁnon Manager.

\/

SONON,
(h) Identify a Training Needs Guide and execute tHe ons}’ce\m‘amlng fo§ é\XCh site in consultation with the

RN
Integration Manager. S \‘\\\\\,
g BN
Business Performance Analyst ( (NN 4
PR \ s

(a) The provision and management oﬁperfo@ance momt(orm s/ys’tems and the implementation.
Q\ '

(b) Inclusion of TU as part of the naRbrLal quahfy assurance. framework

\

{c) Coordinate with the umt;s on):) , smess unit I’ep(){\g\ \

\/

NTS Regional Operations Ma\nagers -

AAAAAA \
(a) Assistin the esté\t{hshmanﬁof repmt % p&eSses

(b) Work colla\bor‘a‘"Vely Jo ensule\a\éonslstent approach that is wholly aligned to operational and

business dn‘ectmnsdof the NTS«»,\ >

\//

(c) Scheduhng fgl TU act}vfts\r

/

/ J >
This sectlon butlines the technology approach the National Transcription Service (NTS) will be required to

undertake to enable the transcription requirements of the TU.

8.1 NETWORKING AND CONNECTION OF TU COURTROOMS
Ensuring TU facilities can be accessed by the NTS network is a key facet of the integration process. NTS-
enabled courtrooms allow for:

o Long-term storage and archival of audio and lognotes
e Imumediate access to audio recorded within the last 30 days
e Simple retrieval of audio recorded within the last six moriths
* e Manual retrieval (through NTS staff) of audio older than six months
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(]

Elimination of CD burning at the end of hearing days

In order to connect a courtroom to NTS, the following criteria must be met:

&

The courtroom must have FTR 2.2 installed and operational.
The site must have an operational Transcription File Manager (TFM) server available. TFM servers
allow for the transfer of audio and lognote data from a local site to the wider NTS network for

transcription purposes.

TU locations-that share file and print servers with the local District Court (listed below) automatlcally have
access to a TFM server. Locations that operate froim a separate server will need to be pr Gvidad with TFM

functionality.

(a)
(b)

()

(d)

(e)

/x
AN

FTR version 2.2 is in use in Auckland (Courtroom 8.1) and is mapped to tha Atfckland DC server.
NG

\ \

Wellington: TU (Hearing Room 01 and Hearing Room 02) are botly FTR 2 2 e)nabled and_they are linked
to the WNNTS server. r\ LT .

FTR 2.2 is also available at the WHT and the LCRO hoth based 1m~t\he;AA B}ﬂdlng 1ri Auckland Their

server is ]USTAKWHT ‘a\\\
- v O \\;
/ N -

All TU evidential hearmgs commence between 9. 30mand\10 00 am. anﬂ eonﬂu,de for the day at 4.30
< I \\ \

pr.

Ny
TU MERKs will need to be included in the NTS MER%\SQE‘?]’EIOD
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8.2 TECHNOLOGY APPROACH

TU FILE AND PRINT SERVERS

Location Server TEM Server installed?
Wellington \\COURTS\.]USTWNNTS.CENTRAL.COURTS Yes (at Wellington NTS)
Auckland TU \\COURTS\.AUCK DC_10.NORTHERN.COURTS | Yes (at Auckland DC)
Auckland WHT | \\COURTS\ JUSTAKWHT.NORTHERN.COURTS | No

TU COURTS ON SHARED SERVERS - N K’\\)

The two hearing rooms at Wellington TU (HR 01 and HR 02) is shared with the Welhngtoh TS $0 it should just
be a matter of arranging a normal courtroom enablement through a Statement of Work [SD V).

Auckland TU utilises courtrooms at Auckland District Court and book these, threug{l the ASDP The most
utilised courtroom is AKDC CR 8.1. K ) \\

TU COURTS ON SEPARATE SERVERS \\ (t 5

. WHT operates their own server. This will require TFM to be attachéd to th\éw Opert E](ceppm s Server 2 (OES2)
server and this will need to be in place before this courtroom &n i be NT& enabled\ \3\

//‘/\\
%

The OES2 project run by the Mo] allows for local file and prlhtts@g\rers to a]sd n\as ‘ﬁ*’M servers from the same
box. This eliminates the need for a separate TFM servet-pus has\e v

A § N ’
MOBILE EVIDENCE RECORDING KITS (MERKS]) ~/ ’\\«:. Q( .

TU case management staff are experienced at, (u @g>\ EﬁK UQI‘L’S}]’K@! thefe are three MERK units in both
Wellington and Auckland TUs although some of. thesea pres ntI o lgan to courts that have been shut down
for earthquake repairs and also some m&tch fch éourts are. \m,hsmg MERK units on loan. It is proposed
that each MERK unit is upgraded to t “k{? MBI}I solu J 12 configtiration change which enables MERKSs to be
used in the same way as an NTS cou oa}n\ “dudio &l Q{Sognotes are archived by, and can be transported by,
TEM. This solution has been successfully rolled oatbx\bqt%Coromal Services and the Environment Court who

9
regularly use MERKs. \/

\
The MERK solution pro C\H gr»e test benef” t\ngn ﬁsisd in a MoJ networked courtroom, due to the speed and
reliability of the netwerxllgk ov@e er, it can also b used in offsite locations, either by utilising VPN services and
a mobile connection, or\mx “offline mode\Whére’ the audio is later burned to CD or uploaded to the Ministry
network when cat D{Lect d ‘back to the WQN }rbtﬁe latter scenario, the MERK laptops will need to be checked for
CD burning capabikty This will ehmmate thé need for manual movement of audio by CS0s.

\ e
A list of I{ MERK H\nlts ig~ p}cmded ifi Appendix 2. Further information and clarification will need to be

prov1ded\by TU Et\aff regatdmg uint\numb ers, components, and laptops.
NS, \
Itis propo e;i ‘that as a TU- co}l} is integrated with NTS, the MERK solution is rolled out to that court’s MERK

snnultaneously

Z

PHILLIPS CONFERENCING KITS

Philips Conferencing Kits are a light-weight all in one portable recording solution. They are designed to be used
in situations where a hearing is not taking place in a courtroom or hearing room that has a permanent

recording system such as FTR or the hearing is offsite.

These are widely used throughout the District Court Civil jurisdiction for the recording and downloading of
audio from TT and DT.
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At the end of each day the recorded files are copied to the Ministry network for transcription. This will also
ensure that the proceedings are backed up on the server.

9.0 TRANSCRIPTION SERVICE MANAGER (TSM)

9.1 TSM ACCESS

Transcription Service Manager (TSM] is the workflow management system used by NTS and registry staff to

request, process and record transcription requests. Court staff raise requests within TSM Whlch are then
N
automatically transferred to NTS Court Reporters for transcription. T ,«.} )

As partof the integration process, the decision was made by the TU Business Serv:lceS\Manégérgthat aceess to
TSM should only be glven to herself and the Support Servmes Manager for Weﬂmgmn ’]an énd they will enter

Another option, which was discussed by the NTS Management Team tg the ablve scezkarm, is to give TSM
access to all CMS and Managers, and the job Would go to Allan'ana Marla for ap o ai O}’.I dechne ThlS was seen

access to TSM to make a request.

The process would be as follows:

s (M or Manager creates a new non—contem rf:qeous ]obﬁQ the N‘;[‘S' TSM system

o (M or Manager, when progressed to 'ES}VL @p’ortlng Documerit option chooses ‘To Follow’ for ‘Case
File’ \~ \ D 0

e Thejobisthen created i in TSM th A jgh status as <’Outs“tand1ng

e Requestor sends the emaﬂ genez;ated in TSM\‘CQ Mana and Allan.

e Maria and Allan recelve the emeul clicks. thé 111cgude’d link-and opens the job in TSM.

e Maria or Allan determme the necessrcy of therequest and either approve by clicking "Supp
Received” on the '&d ]ob or decline by ch}kmg "Cancel”.

e Ifthejobis canceﬂ 31 S further’ actionis reqmred

e Ifthe transenptlon\request is appr@ed the job status will change to "Received®, and the job is available

to be self—alldqa\ted at the default umt ‘(or be re-assigned to another transcription unit) of NTS.

Discussion wﬂi ne%\d to be had t\cx dlSCH§ as to which scenario will be elected here. Full training on TSM will be

provided’ tQ TU sfcaﬂ’J Alist, of TU\staff to be given TSM access is provided in Appendix 1.

The names 'Ad]udlcator and ‘Referee’ are to be added to the TSM Tudicial officer’ dropdown list and when TSM
requests are made, the name of the adjudicator/referee must be entered into the comments field of TSM so it
be added to the intituling on the front page of the transcript.

9.2 TSM PROCESS

TSM was developed by the NTS to enable NTS to share work as a national transcription tean. It is used to
create and edit jobs (requests for transcription work), allocate and schedule NTS Court Reporters, manage
transcription ‘turn” activity, record when jobs are completed, notify when a completed transcript is available,
and it organises and tracks transcription work.

9.3 GROUPWISE MESSENGER
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GroupWise Messenger (GWM) is an instant messaging programme utilised by NTS Court Reporters to

communicate with one another and with registry staff. GWM will be provided to TU CMs.

As GWM is a PC-based programime, PC numbers will need to be provided to NTS Business Advisor

further installations are required.

10.0 NEXT STEP

C”l

£
Lif

Approval in principle is sought so that a more definitive Implementation Plan can be developed with TU and
approved by TU management and used as the basis of moving forward with the 1ntegra11 f{o}%’i{ transcription

requirements to the National Transcription Service.

11.0 RECOMMENDATIONS

The following recommendations are made:

a) ThatNTS promde for the transcription requlrementsof the T‘r}bunals I\]‘n{t
&
b) Thata satisfactory responsiveness service stan\'(i‘f‘&is ﬁgreed bety}e\n thg,N TS
and the Tribunals Unit; > \\ , A

¢)  Thatthe Tribunals Unit determines and {fk geg t}xe lmphoatwns, 91" the removal
of transcription as part of the dutles 0(t e ]ud;éal Suppart i‘ole\s 3

</" -
YES/NO

YES/NO

YES/NO
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APPENDIX 1: TU STAFF FOR TSM ACCESS

Unit Role
Wellington Business Services Mgr
Wellington Support Services Mgr
Wellington Operations Manager
Wellington Jurisdiction Manager 1/ ( :\
| Wellington /
’ Wellington
\ Wellington ]urisdictionfl\m/l\‘ém.f}:agér’
z Aucldand IPT Jurisdictiof Manager
% N Auckland IPT Op erati\oh\\sMam{g’er
l N Auckland Iurfsalgtr\qn \Mzinage;lj
| Auckland ﬂft‘ffi"é‘&‘_mfiSh)Maggéé’f“‘-~\"
1 Auckland 'ﬁurisdiéﬁon Mgn’agér
‘g\ } ; - Auckland ’

SRR
\ Note that post-integration, TSM access can be requested by ylsltmg hitps:/
“form entitled TSM New/Change User. /o )
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APPENDIX 2: TU MERK UNITS

Unit Asset Base Location Laptop Notes

MERKQO01 $529819 TRB Auckland MoJ127067 | Onloan Christchurch HC
MERK006 | SS29812 | TRB Wellington 1729733 Bf;‘jr‘fglc‘*d‘ Onloan to
MERK015 5529888 TRB Wellington L T30325 On loan Christchurch CSU
MERK016 | $529890 | TRB Auckland Mo]127068 | On site (- \
MERK023 | $529895 | TRB Auckland M0]118010 | On loan MLC Hastings > )
MERK034 | $529819 | TRB Wellington N/A On site N '

s
O
7
-
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APPENDIX 4 - TU MANAGEMENT STRUCTURE
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1.0 CURRENT ‘AS IS’ STATE

1.1 INTRODUCTION

The NTS team instituted a discovery process to assess the viability of transferring some, or all,
of the transcription services currently provided by Adept, an out-sourcing agency based in

Christchurch, through to the NTS. .

The legal requirements for transcription of Coronial hearings state ‘All case 1nqﬁegsts h\;d
under the Coroners Act 1988 are transcribed contemporaneously due to t}ke\lgg\fslatwe
requirements of the Act.’ ¢

~ \ \ j> } |

All inquests heard under the Coroners Act 2006 are transcribed ou (@<two t s\even day .
turnaround as per the expectation of the Chief Coroner. There 1§\12Q\1)1rr nt 1eg1$1 tht?
requirement for transcription, just for the recording. An expet ap\() the ChJ\ef’ Cpi‘ogel is that
special fixtures be transcribed contemporanecusly. A spea\lxﬁxturé is: Q / \ o
O \‘»\/ < \\ \\\'
e Where the inquest is particularly large and /(ﬁ' Qcimplex and re< ﬁu;es\glgmﬁcant

resources and planning. - N \» ~
s Usually has one or more of the follovmng:fa ‘tor§ 'involvedfdet&
(-

basis): RS >

R
o Police Prosecutions or the{é% w)h)ane reprgsen}mg the>Pohce

\.e

.med on a case by case

Several counsel are involv S

Other investigating & 4ut o(mt esare 1nvgged (e g, CAA DOL, IPCA, DHC etc)
Hearing likely to \sé ral days in len,

Extensive dlSRl K( h\anng of fogmatmn is instructed
Reqmrementszf V'Idence ata 1stance\;:o be given

Special agrahge Qts reqmyl fo\r\hn\tnesses (e.g. interpreters, custody
arrangemen\ts e’;c) \ >

Slgmflqagt medla mtere\sf \
{ N O NN T L
/x(\ )) N /f\\-—»

\\\) ;’ /\,\\
Transcrlptlotl\efpr >mquest hearlhgs/fxr}dgngs letters, minutes etc is also required due to the

o 0O 00 0O

Q

lack of aw\a%ble \gecrétanal suppo@ 1n the CSU.

e

Ot?er Leésla on I egardmg:t\ran,scrlpUOn of evidence is included in the Evidence Act 2006 which
stdési™ RN

N
<‘ . /N_ RN

~ The Evzdence REgulatzans have now been introduced and are set out in full in the Evidence
" Act 2006 ta\b G>arrow and Turkington’s Criminal Law, Volume 2. Section 135 of the
Evidence Act 2006 now allows for the provision of transcripts to juries and is now
commonplace, especially in longer trials. The normal practice is for the transcript to be
made available at the close of proceedings on each day so there is the opportunity for
counsel to check it overnight. Checking is usually dorie by all counsel and the Judge, with
the assistance of the stenographer before Court the following day and the transcript is

then made available to the jury.

This is not an expectation for Coronial hearings at present, and practice notes are in the process
of being produced which will clarify all evidence transcription requirements.
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The purpose of the discovery approach is to ensure that the NTS and Special Jurisdictions (in
this particular case, the Coronial Services Unit) hasa complete and detailed understanding of
the factors supporting or inhibiting this proposal so that a considered recommendation can be
made.

Adept described their Coronial Services work as falling into two categories:

e 85% “court” (evidence)
s 15% "non-court” (letters, memos, rulings)

¢ 950% non-contemporaneous
e 10% contemporaneous

»  80% on Ministry premises Py N
o 20% offsite at various units, including hotels, fire statlcmsgmd Commum’cj‘ha
\

A large majority of the Ministry premises used have Lamér {tape record(mg') faclhties in place, as
opposed to standaloné or networked FTR. CoromalSeerceshave Indlcatgd tﬁat all audio
recordings should now be digital ratherthan analogué ap@ 50 111 reah@\fihe Lanier facilities
do not appearto be utilised. Recordings presently done oh tape gre senfc to Adept where they
are changed to a digital format using thEII' c‘x//m Eq}uxpment Thes verage one hearing per
month received by Adept. N \ S A

"\\\x\\ ‘Q, L~
Part of the initial dlscovery Work/f?)y Cofomal Se‘rw\?esxmvalved an extensive survey sent to all
Coronial Services Coordlnat;ors fCSCS) Each CSC Works ‘with one Goroner, travelling on circuit
with them, although thm‘éds a\degree of ﬂoahng \The CSCs perform a range of tasks, including;

\ ., o
\\

. Stakeho\lder'héison (police, pa‘choldglsts doctors, funeral directors, families)
o Hearz}xg mmagemex;t\and registry duties
? anrnxﬁg, fac1htat1 fon anirecordlng of family meetings

Of the 16 CSFS nanonaﬁy"‘ i Z“ré rned completed surveys. The survey questions covered court
processés technolo" quu:ements current transcription support provided, and transcription
stan ards in use. g
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2.0 GENERAL PROCESSES CURRENT STATE

2,1 INTRODUCTION

The first step in establishing a current state for general processes was the collation of responses
received from 12 CSCs. Differences between CSU ‘as is’ processes and NTS ‘as is’ progesses are

identified with the word (variance). N \ 3
&

The variances are then listed in numerical order and solutions provided for\each’ (gee section
3.0 - Review of Variances (Minor & Major) and Appendix 5.1.3 — Varlances & Sol\twns ~ General

Court Process Variances) NN T

HEENNGEIFR

2.1.1 GENERAL COURT PROCESSES X N ») AN
o \

=

(a) Casenumbers are in the format CSU-Year-Reglon Gasal\}n bel For\ek%rﬁp}e 3’
Christchurch Coronial case number will be in the’for}nat 2010 C(’\H-\O,QO 123. The

case numbers differ from those presently used\by CourQRep%rténs\ n thatthe region is

identified by an abbreviation of the unit, e, g %ﬁ Chmstchu?qﬁ P nierston North

PNO, Hamilton-HAM, Hastings-HAS, RotCOrua T\Auck]\nd UK,Mhangare1-WHG

Wellington-WGN, Dunedin-DUN. The s}x fi 1}1"6 case mbems Shown in CMS but CSUs

tend to eliminate the zero place oldTer (I/e /l 3 as ng sed ?3 000123

(Variance) ) hd I \\x -

(Refer Training Requzrements) *> \ Py

(\ N

(b) Al CSCs have access t MS\an(i umhse itforall. Case,aetalls but do not use it for
transcription suppor‘if\i‘eqﬁgstsx It should begl\oted that no jurisdiction uses the CMS
Court Reporter regué: \?s}em smcé?che\advent of TSM. Even prior to TSM, this

Y

function was utﬂl.gad b ery fewjunsdh&ons

(¢) CSCsall trave%h/thew quogl\bg‘ Wh\eih)ut of region fixtures are heard. Ifa CSC N
cannof; tf@el ‘j}gs\é at thg vis] ted court isused, or a floating CSC is available for sick, .9 (ﬁ "f‘(,,, )
an:qual reavement, or emgrgéncy leave. The floating CSC is presentl A

RS ‘frgm Chnstchurc@ <
< L (»0
(d)‘\- VISJtlng\Coronef's are housed in any spare judicial chambers or offices. Alternatively,
o "spe}clﬁed Coron\ers ofﬁ;es are available in some regions, Contact with Coroners

e \sj-nould  peall cases,\be through their CSC.

(e] The ma]orﬁ:;\\g}CSCs have all used Mobile Evidence Recording Kits (MERKs) and FTR,
¢ apart from three who are recent employees and have yet to take court. A situation

arises with some CSCs in that the number of hearings where MERKs and FTR are used
has, in some instances, caused time-lags where the operator becomes unfamiliar with
the equipment, or, does not have the manual MERK For Dummies, and in this situation
they turn immediately to Adept for assistance. These time-lags occur because of the
time between hearings, in some instances there can be three months where a hearing
is not held. These situations would have a significant impact on NTS whereby we are
unable to offer the type of support to CSCs that they currently receive, nor do we have
the necessary experience with the use of the MERK units.

\\
O
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The Christchurch CSU stated that Adept support is reauired when lightweight MERKs
are being used for the first time. In these cases, J 4. L)(&)‘ .from Adeptwould
travel to the site where support is required. Other support offered by Adept includes
providing assistance or feedback on courtroom'’s set-up, assessing which microphones
are needed, and connecting a MERK kit to the Ministry network in order to avoid the

use of T3G cards.

(Variance)

{(Refer training requirements)

2.1.2 SCHEDULING PROCESSES

(a)

(b

(©)
(d)

(e)
@

Notice of Coronial hearings ranged from three weeks to three man §
being 1.5 months. /,- -

/

updated as and when hearing dates are confirmed, The*sou\them rggi\o(l also*have/a
calendar recording all unconfirmed and confirmed hea‘m\ngs There‘ls‘ ‘also a\naﬁonal

schedule. (Refer training requirements) AE .,
’\ . \ \

N
Coroners preside over an average of flve,eVqun‘ha}\hearmgs\pgr\{nontfx

‘v.

Whether a matter is to be contemporangQusiytranscribeﬁ is deaded by the Coroner in
line with the needs of the case, e. £ i Whetﬁer phe casehas Crpwg or counsel
involvement, the number of wztnesﬁes whether the mat;ter is'high profile or there is
media interest, or the wishes Gf t(he f}amﬂy of thé @ece&sed’ ‘Contemporaneous
transcription is the exceptlom {Ehenthan the ruie and,represents approximately 10%
of Coronial Services transcinp‘uqn requesi\f\s» \\

N RN
Transcription requests aremade on\tihe Adepi: Bookmg Sheet found on the Mo]
intranet and m{Qst b SlgIIEd by tl;é RegmnaiManager before being sent to Adept. There
are five transcripitlQn ChdlCES avail able on thls sheet:

e rst category is for contemporaneous transcription, and the rest are
“for non- contemporaneous transcription.

Appendix 5.1.5 shows the workflow process for contemporaneous transcription.
The length of a Coronial hearing on average is one (1) day.

Courtrooms are allocated once there is a confirmed date based on the availability of all
parties. The location can be selected based on the vicinity of the incident or the family
group. Localities close to the incident are often chosen becatise of the numher of
witnesses to be called from a particular area. For example, following recent climhing
deaths on Mount Cook, an inquest was held in a hotel conference room in Twizel as the
majority of witnesses were from the Mount Cook area, i.e., guides, expert witnesses.
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(e

(h)

(1)

1))

(k)

)

\ar'layqe] > — ,&_}\5,
. /Rafer tirdining rgquzrem\en fs)

Courtrooms are booked by the CSCs through the relevant Court Managers. The CSC
will contact the courthouse nearest to where the Coroner has requested the hearing to
be held. They speak with the manager or scheduler responsible for the allocation of
courtrooms. They advise them of the date of the inquest and enquire regarding
availahility. If a courtroom is available, confirmation will be given, but more often the
court gives tentative dates only in case they need the courtroom for their own
purposes. This is difficult for a CSC from an organisational perspective.

{Variance)

It should be possible for Courtroom bookings to be confirmed at least 21 days prior to
the hearing as the witness summons requires 21 days’ notice, although 1 SCS book
an average of two months priortoa hearmg NTS could take from thl% they)wﬂl

called 21 days in advance of the hearings, or more \\\/
\ . ‘\

A query was raised regarding whether or not the courtroo nu\ b@f\was put.on the
summons, which would malke for a definite confirmatipg> erga}l was sent. to all CSCs
and all responded that they do put the courtroom num é{' ﬁhe summo‘ns K

It should be noted that not all witnesses are necéss*amly 5\1\1 monsé \Pohcga«é/

professionals, doctors, Health Board staff anﬂ even sonje lay persons a‘re\no

surnmonsed. Only if a witness is reluctanty \br\dlfﬁcult orif traVeLeipenses will be

required, are they summonsed.. Some Coronérs\\sﬁ‘mmons es)eYyone\?/but the general
(/

practice is as above. ‘ S\ \‘ »1}\ \\

The nature of transcription (con{ce\mpo;apépus or Ifon contm)npm aneous) does not
< \

dictate the location requested:-.\ N
a \\\ -/ 7 f»\\‘\ (// e ,:i’

P

L

FTR courtrooms are not spea@qa]l}?requeste gﬁor Oxftémporaneous fixtures. Coronial
staff are happy to get wilagev L court space; they ‘tan‘on the dates requested and with
the portability of ME( }S th hs beco e%he\r{orm In the majority of cases, whether
or nota court hasFTR\ kot m;tté(\a\&ﬁs{}s take and use the MERK regardless. This
is because CSCS- are conﬁ ent mth\the s\etﬂ}m of the MERK and its ability to transmit

the audio to &ﬁe\pt [anan(:e] ( N N\

N

T N L R '
Short n(\)t&e 16 étlons chané ] r\\e -a-rare occurrence and do not affect Adept because of
the, portabihty ‘of MERKS.> N

/.;
by ,

ey \\.

( (m) Adep adw§ed tha\t fpey receive notice of Coronial hearings “quite often after the fact”.

U 5
\ :\\.\
N u

/,

arzance Rish e N
Refer: fmt’l éqmrements]

/ /

2.13 HEARIN G PROCESSES

(3

(b)

(c)

Forlocations (e.g., courtrooms) most used for Coronial hearings, plus offsite locations,
see document prepared by Chelsea Harrison (refer Coronial Services Unit Discovery

Technology Stream document.)

All CSCs advised that they travel with their Coroner to hearings and arrive at the
allocated courtroom at least one hour before the hearing commences.

Prior to hearing commencement all CSCs follow a similar procedure, They set up the
courtroom equipment, do a sound check, advise Adept that sound check has been
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completed and request they check sound quality. They also undertake general
housekeeping duties i.e, providing water, glasses, tissues etc.

(See Appendix 5.1.5 Courtroom Set-up)

{Variance)

(Refer training requirements)

(d) CSCs areresponsible for all court taking duties although there has been the odd
occurrence where a District Court Court Taker has helped out, or where an Adept staff
member has been utilised to annotate log notes. This has been due to the nature of
particular inquests and the large amount of exhibits which are presented. \’Fhe GSC
cannot annotate and number exhibits as they are produced, at the Same‘tgne Exhﬁblts

need to be handled physically when numbering them, hence the inakility” {o- aqnotate

and the numbering is usually undertaken in front of the court takers desk\/
SOV

(e) In the District Courtenvironment, all exhibits are dealt with an?i hgndled by the Court
Attendant, in conjunction with the Court Taker. This sceqa\m fsa ],a?ge bone. of ™ .
contention within the CSC ranks and was mentioned by nearhzaﬂ €SCs eltherv rb: lly

or in writing.

2.1.4 AUDIO AND LOG NOTE (ANNOTATION) PROC\EQSES

.\\.‘ N x 3 \
(a) Hearing audio is monitored by all CSCs. Ad i naiy, Adegt«re’guiarly wionitor
contemporaneous hearings. The CSC doe\s\ﬂus‘to ensure ﬁ}@treto\rdmg isin fact
occurring, while Adept ensure that{ arcthgls occurnﬁg\ancf t}}iey are receiving the -

audio. o~ o
QI )\

(b) All CSCstake log notes [annotatmns}m court. These are‘annotanons done on
FTR/MERK. Olympus an ca&’sette Srttmg,sheets are- ane in Word or handwritten.

(c) All CSCs who have used\a MERK or FTR- arg exper;enced using log notes, with the
exception of somg.C CSCs Who afe newly emﬁleyed within CSU. The Hastings CSC
advised that he Is aversa “to'using FTRﬁnd typing log notes. . Adept said that
annotations arg- bften madequaté and apérncular problein for them but nothing has
been done(t(j rechfy tahls v p
(Vanam: ¢ ) A
[Refer trqmmg requzrements] N O

(d) S,«CS(;S do not physufally back up any audio, e.g., by burning to disk. Once the MERK
- ecofder shows that the disk drive is full, audio is deleted from it. CSCs rely on the
LA physwal laptqp stormg ‘all audio. (Variance)

e

e) 1 udlo dlfﬂCUIHES, 'g., difficulty hearing a witness, is dealt with by advising the CSC by
“email or mstant messenger. In most cases the CSC will then advise the Coroner,
otherwise the CSC deals dir- ectly with the witness.
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2.1.5 TRANSCRIPTION PROCESSES

(a)
(b)

(c)

(d)

(e)

(0

(8)

.

No transcription work is undertaken by CSCs.

CSU Administration Support Officers (ASOs) are responsible for any transcription
work which is less than 15 minutes in duration and recorded on an Olympus
dictaphone. They are also responsible for any very urgent Coronial transcription
requests, mostly letters, reports and memos. There is no sign-off process for non-
contemporaneous requests to Adept (Le. less than 15 minutes) and no formal request
process other than to send the audio by e-mail (or written notes), ,

(Vm fance & Risk) &K

Some Coroners type their own findings, whilst the majority dlctate\tbe\ /e az}/d
subsequently have these transcribed by Administration Support sta /fbl Adept.

There is a requirement under the 1998 Coroners Act whe yev cﬁgxce muss\be signed
and this is still necessary, but under the 2006 Act, this i 1 n ong\e requlredh ‘Signed’ in
the 1998 Coroners Act instance is where a witness glves eﬁ@ence, tha,t e\?uie’nce\ls
transcribed and the witness is then required to read- and\sign “gach page Q tlrai“
evidence (similar to Criminal depositions) [Varzafzce) ~ \Q/ ‘\ \

(Refer training requirements) ) <_"\\ >

( .

If a Visiting Coroner Ieaves a unit before~51 Ing his /her tra jj/ts, these are sent to

with their Coroner /f'\ \: \ R
The average page count for ccfm'\ekfob)xeous rénscl)gtmn 100-180 pages. Note that
Adeptuse 1.25 line spacing. * N \ Y o

N, /) \.

Adept does not prmt FON hie\\?:ourtroom T conte\r}lporaneous hearings, five minute
turns are emalled to t e‘CS\GVvho is eGl(\r\spt sible for printing these and handing
them to the Con oner SJS mﬁéant resejereb\wgl need to be done by NTS to ensure that
any printers; tha o uld be usedb}gﬂs &foﬁ% CSU transcription are listed on the NTS
printer hst anic{an fe/ambly b r\'i‘lfed 0. The present list shows only FTR eourtrooms,
but would tieed g cover mgmﬁ\a\ntly/more for CSU purposes because of the mobility of
the MERK\andXt use iy n‘én-FTR\courts

(Var\ranc‘e)\ N &

e AN

\

/7
: h\e\number of pngted c(oples is at the Coroner’s discretion.

N ) \ \ ~\\;\\‘/\)
\ S

)P,re 1nque§t h@ap\ngs (chambers hearings and conferences) are recorded on MERKs
~4nd Olym 0 “dickaphones, and non-contemporaneous transcription of these hearings

is requiret. CSES are the Court Takers for these hearings, but also case manage the
files and therefore actively participate in the hearing. Therefore they are not always
able to record who is speaking. The incidence of pre-inquest hearing ‘dialogue’ being
transcribed is becoming increasingly utilised, because:

i. 'With a full enquiry file the Coroners now have the discretion to complete the
findings as a hearing on papers in chambers, and a number of Coroners are
meeting with the family prior to that. That gives the Coroner an opportunity to
enter into discussion, instead of going to inquest. This situation applies mostly
to suicides and some traffic deaths . Compulsory enquiries, (where required
under cettain enactments, like death in custody or the Mental Health Act) are

always inquests.
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ii. Meeting with family and counsel to identify the scope of the inquest and to work
through procedural issues prior to inquest. Usually one meeting but has been as
many as 10 meetings.

iii. A direction from the Chief Coroner is that these are all to be transcribed because
they are a matter for the record and copies are forwarded to counsel. The family
actively participate and can question, therefore they are entitled to a transcript
of evidence.
(Variance)

2.1.6 TRANSCRIPTION REQUESTS o

(a) Work thatis transcribed contemporaneously is in most cases only ngues‘ts, includmg
all baeklist inquests (L.e., prior to 1 July 2007 when the Actc angeﬂ)\ s

(b) Work thatis transcribed non-contemporaneously mc}ud@sig}’cém }ﬁemos ragorts, -and
chambers decisions (pre-inquest hearings). Non—contempor?meous is now- the default
position for inquests after 1 July 2007, and is dec1defd‘\’cthe\bomner S/dlscrem\)n

%

(c) Requests for contemporaneous transcription from Adep\bé‘re sent apprommately one
month prior to the hearing, or as soon as date\of Ty armg is conﬁr’med ttsmg a booking
form. This booking form can be found in Apgenf' . ‘

(d) Contact with the CSC in courtis by email V;AMSN Messerfger\
NS 9 1
(e) Non-contemporaneous requests! ﬁzgm Ac\leiat are, ,11‘1 mos cases requested after the
hearing. Anything ewdentla}L Or- 1engthymust g thx;ough,an approval process by the
Regicnal Manager, but shoria ¢ temporaneo‘\us requests can be requested by the

CSC or ASO. The bookmg‘f@rm a}provxs(lonfo\r sign-6ff by the Regional Manager for
centemporaneous requests

ﬁ‘\A o
LY ",
\ \. R .\\\ “ '\\ T

i

"\\\ \\\\\\

(f) Non- contemporaneaus turﬁal round. tlmes af\e/ rormally three to seven days and thisis
reflected on thehdeptbookmg fo/mn\ Thﬁs bookmg form can be found in Appendix
5.1.4. N / A

(g)

fior reports that are trar(scrzbed by Adept would be because of staff shortages, or heavy

\ weﬁdeéd sppCIﬁcaHy n \ Bunedin.

(h) ’Separate emgﬂs ara sent for each transcription request from Adept.

(1) Flle preparathn consmts mainly of witness and exhibit lists but some CSCs will include
a glossary of words if a hearing has particularly difficult technical or medical terms.
{Variance)

(i)} Coronial case files are not available to transcribers.

2.1.7 TRANSCRIPTION QUALITY AND AMENDMENTS

(a) Transcripts are reviewed firstly by the CSC before passing on to the Coroner.

(b) Adept carry out all quality control measures. (Refer to the workflow process in
Appendix 5.1.5.)
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(c) There are rarely amendments in any transcript type other than findings. If an
amendment is required during contemporaneous transcription the CSC advises Adept
who then amend and re-send. Amendments to findings are often done by the office

administrator and/or the Coroners themselves.

(d) Master transcripts are only sent to outside agencies at the discretion of the Coroner
and these are sent as PDF files.

2.1.8 STANDARDS AND TEMPLATES

N

(a) Each Coroner requires different templates for various types of tr: anscrlptm\n az}}ﬂr these
are all based on personal preference. Adept hold all the standard templatés and a
request has been made to obtain copies of these. \\\ﬂ”\\z
(Variance) ’

(b) No formatting guidelines for the CSU are held by Adept Tfléy\ha\{e only En\?u Qnment
Court formatting guidelines which are out of date. ¢ \\ e -

(Variance)

(c) Definitions of non-contemporaneous request types‘( sgerAdept{deﬁﬁxt{oﬁs) (A
detailed explanation of non- contemporane%srequests is shoV\/m\m\Appendzx 5.1.2.)

PN
1. Letters: Theseare s‘candai‘d t}nplate letters ;s\e tby C),ofoner to parties

involved in an inquest. '<I‘hey adv1Se of 2at&“veh E\etc and are defined as

non-court work. -~ < \) b ~ L

.,

ii. A Memos: These & (; leo iﬁé called ﬂle notg&'éfnd Coroner Bain in
particular re\qﬁ‘es’% Iarge nu e}\of thése They are defined as non-

court WOl\k\\\\ g \

iii. COR7S\ hesé\afe ’Cemﬁc(ateE\of\Fmdmgs and are required for all
ing ulrleé\(KnQHest and clxa}nbem hearings on the papers). Where the
Cbrmqer “cthooses, ri to\have\a separate written finding document; the
\Wr\lttg} ﬁndm % 1 tated and included as part of the COR7 template,
\ & ia Hings dpﬁe ohpaper’s’ mean there is no requirement for a public
. uest hearmg 0 dlspute as to the cause and circumstances of the
N death Wﬁh aglf;quest hearing the Coroner may also choose to
1ncorp ora‘t@ tl’iplr finding as a section of the COR7 form. These are
défi ned as Hon-court work.

Q\\ \\/ e
I \VGonerences Some Coroners refer to conferences when in fact these are

o \"‘ﬁ‘COIIIblna'Ean of pre-inquest or pre-chambers findings meetings. They
N vy /\a;e 'defined as non-court work.

/
v.” Evidential Hearings: These are inquest hearings (Coroners do not use the
term ‘evidential hearings’). These are held in a courtroomm, if available, or
a venue approved by the Coroner. They are all contemporaneous with
90% of them requiring a 24 hour turnaround. They are defined as court

work.

2.1.9 PEOPLE IMPLICATIONS

As processes are defined, potentially affected staff within the Coronial Services Unit need to be
identified.
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CORONIAL SERVICES CO-ORDINATORS (CSCS)

The highest impact will be in this role because CSCs are responsible for all hearing management
“and registry duties and that is where most change will occur.

PRESENT RESPONSIBILITY
Scheduling of hearings. This is presently done by sending a booking form to Adept.

—, “\

IMPACT OF INTEGRATION _ (‘}« N\
The Adept booking form fields that are relevant for NTS transcription are: venue, Co}‘oner‘ )
Registrar, case file number, name of deceased, date of death, place of death, cagsekof dea,th
hearing duration, dates, start and end times. Transcription details fields are: e-maxl reczplent
contact information. There is a further field called ‘Urgency’, and this mcludes
contemporaneous, urgent (same day), 24 hour, two days, and three dz{ys W}ﬂ% a seven day.
ceiling. There isalso a comments field for comments on matters su‘ch as meﬂia Intere‘t‘-dTArisks
and issues of concern for the hearing. . 7

A

learning phase of TSM, there would be little impact on tzme nora need for any further
information to be provided by the CSC. All the above ﬁeﬁs are coveredq‘n TﬁM Tbe only TSM
field they would be unfamiliar with would be the aud\\ deta;ls ﬁeld,whlch could easﬂy be
trained. \

-PRESENT RESPONSIBILITY

courtroom, i.e,, MERK FTR, Olympu»
Workflow Courtroom Set-up).

IMPACT OF INTEGRATION/\

Based on the above, a major hnpact wﬂl be (m{th\ a):ea of set-up of MERK equipment,
particularly inare otalacam@n, ‘but 9,130 m\noanTR courtroomis. Atpresent, if required due to
set-up difficulties,; A ’ept\sﬁ fFare avgllahle ata rfioment’s notice to travel to the venue, liaise and
arrange set-up- eﬁéq ipment (eg. p}aeement:of microphones, checking audio is archiving
correctly an{.{ soutid- checks, plus the phys:cal /mental support of an ‘expert’). NTS does not have
the resour cmg to prov;de this, deg1 ee ofcustomer service and support, which has been
mentloned extegswely by CSCs‘m the discovery process for CSU, and undoubtedly will also be

the sar{le fDI‘NOthEI Speclaljuri dlétlons utilising Adept’s services.
\\ AN
) 2
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PRESENT RESPONSIBILITY

Lognote annotations. All CSCs are responsible for this area and they do not appear to appreciate
the importance of accurate and standardised log notes as there is little training given in this
field. 10" 97 L)(n) acts as a mentor and trainer to new staff, but longer serving staff have
their own way ot doing annotations anc /{L/{’ / does not have the mandate to undertake

_ training across the whole unit. Itis very noticeable that the staff trained t "« 7z /( ) keep

excellent lognotes whilst others do not.

IMPACT OF INTEGRATION (
\ \

As part of NTS training requirements, all CSCs would be trained in lognote protbcbls bﬁ tiwe can

expect there to be considerable opposition to changing the way lognotes have bxaen tept before.

There may also be opposition to the fact that lognotes must be done in all II\l\S}aJ;ICSS,/)I'hlS isa

change management aspect to be addressed prior to, and during, tralnmg Wé have witnessed

the same with the integration of Phase 1 courts with the same reas{ S; &g\f‘l;zon t ha\ve the

time,” “Not like District Court, don’t have a Court Attendant,” “C{Jfoner to@ ﬂemandmg and does
e -

not give me time to do them accurately.”

PRESENT RESPONSIBILITY )
Non-contemporaneous requests It seems thata SIgm th number ofigCSC;s aqd AS0s do not

send a booking form when making non~contemp{r:ﬁeous T:ranscrlptmh rerfuésts They upload
the audio to the Adept server and then send an(e\m Ll\detalhng thélr trans \(‘:flptlon requirements.

\ A \\\ (( g

IMPACT OF INTEGRATION )} / j\‘\ o, )
A
It will be a requirement thatall non~contempor e0us; fet]ue/ ts a]:e entered into TSM. This will

have an impact on CSC time but the ampyn; of non-con t(em réneous requests that are
Q PC

generated would mean this is ofh{mted,lmﬁact though the pérceptlon of “extra work’ would

need to be addressed. 3\\ BN N (\(\ \\:\

& \/ e \ \,' P \i\\\\ ;\-,\ o
PRESENT RESPONSIBILY‘I‘\K /\\\\;Q;;\F”
General CSC dutles T es& (iutxes conmg (} the ?:o ordination of all matters referred to the
Coroner 1nclud1n \hng, cou{‘tta;ﬂng, cir cmt support, assembhng all inquiry information
and reports ;na er}sgrl flles afe conﬁplete and accurate.

IMPACT Q}{NTPGRATION
Bel;:au\e of\I\IT I eportlgg progsedures, this will enable the CSC’s to have access to statistics
Ie a‘ced tﬁ))thelr duueS\and\Shoufd be helpful in the long term.

< \ {7 c S 2\ \

2.1 10> TRAINING/ REQUIREMENTS

A major element of the integration of Coronial Services Unit transcription requirements into the
National Transcription Service will be the training of all staff responsible for any aspect of

transcription. These are:

e Coronial Services Regional Managers
e Coronial Services Coordinators (C5Cs)
o Administration Support Officers (ASOs)

e Court Reporters
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(a) All CS5Cs to undertake NTS Court Taker Module training which encompasses all aspects
of TSM, GroupWise Messenger, FTR, including lognote (annotations) and courtroom
set-up requirements.

(b) ASOs and Regional Managers to undertake TSM training only, as their main use of TSM
would be requests for non-contemporaneous transcription. For the Regional
Managers, it would be FYI purposes only.

(c) MERKupdate training for all CSCs. A Subject Matter Expert (SME) would need to be
identified for this task. N

(d) Court Reporters would require training for CSU template use and formatﬁn.
guidelines. ; Py

AN
All training will be carried out by the NTS Training Team at a Venue(sa to\be\deaded should
integration ultimately go ahead. . N

2.1.11 MISCELLANEOUS

(a)
(b) FTRwversion 5.3 is used by Adept for transzrlptlonxpurp oses \

E \\\/ “\ ":f'

(c) Adept have a ﬂuent Maor1 transcrlb er (casuahxwho is caylged i Whe/n Adeptare

Areview of, the dlfferentes (Varla g)n pd the potential implications of those variances on the
National Trans\crlphén Semce s abilityfo pick up the transcription work for the Coronial
Services Umt in the future are rey;awed below.

( F/v \\v \* \4.} \

The vanancéas 1dent1fied are of;: lﬁ most cases, a minor nature and could be simply rectified
wﬁhm the current. NTS modél

Varlances identified that are of a procedural nature, would require the agreement of the
Coronial Services Unit to change a number of those procedures to better fit the NTS model.

3.2 MINOR VARIANCES

(a) Change control required for CMS access for all Court Reporters to the CSU database for
reference purposes.

(b) Sound check time frame (i.e., minimum of 30 minutes prior to hearing) to be
implemented. Asper NTS training standards.

(c) Log note training forall CSCs to conform with NTS standards.
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() MERK update training provided by ICT.

(e) No audio back-up done by CSU would be rectified when TSM/TFM access is provided
but only for particular courtroom types i.e. FTR enabled.

(f) Clarification on transcription requirements for ‘non-court’ work, i.e,, letters, memos,
reports, and conferences. This is to be done in consultation with the Chief Coroner.

(g) File preparation, in some cases, would need to be more intensive for NTS standards
than is presently provided to Adept.

: N (RN
(h) Courtroom printers regularly used by CSU to be added to NTS l—prlnt{l\sﬁi\wﬂ

3.3 MAJOR VARIANCES o

(a) Lack of courtrooms being provided by District Courts for 0\1 oma\ earmg&aug the
impact on NTS of this. The possibility of all District Cq havmg)a nommated GSU
courtroom made available for all requests and prlo)rgcé\i kmgs THIQ i atlb)\l
would need to be addressed possibly at District Gom‘t M gemen’c ’Eéam ),exgel
(DCMT) and some work would be required to 1dent11§r\c0m‘troomu’c1h§\aiﬁ@
throughout the country. NTS Data Analys1s qogld prowhhe thx; inf\ormatia\n

(b) Impact of short notice location changes ot bél&;\adwsed\be} use offMERK portability
which had no impact on Adept transcn}hﬁb Thitmay | avgan\i o;\lmpact on NTS.
Because of the folder set-up withinrN: S ahy>short Do ite changes would need to be
identified and advised to NTS to e\pab &tte “audiop folc}el o a;}curately show where the
audio is stored. This is furthe}’\c&vére }n the te‘ﬁhn()l()gy\stream

{c) Impactof non—notlﬁcauon f }{ear‘mgs requlrl“ng cohfemp oraneous transcription. Also,
non-contemporane rmgs sudden{y\bemg changed to contemporaneous hearings
on the day and the \é ;chxs on¢ "\[\\S \feso rcing. This change can and does occur
when 1nformat1 s P es\ented to:the Gburl;that the Coroner was unaware of and that
can change the p hvyay ‘of the‘lf ng, pa?tlcularly where the Coroner then asks
counsel for sub 1sSmhs, and en:c 218 then required as soon as possible. The CSC
would n éd to apmtact ¢ he NTSSeheduler, in the first instance, and as soon as possible,
to enablé\th&l\}‘lls Scheahlgr’ 30 }a\ccess resource availability. If resources are available
the}wﬂl be gsmgned fo the hearmg, but if résource is not available, the hearing will be
%ransc?ﬂ)ed as a-best erg eavﬁurs hearing, i.e. as resource becomes available they will

< .l’,Yf;éiSSlgned tgtl}e trlal
\

(\ d)\\)\'lﬁ:e standgrdlsa\t\lon of all Coronial Services Unit templates. These will be designed and
:‘ . // . plemeﬁ\ted in (;onsultatlon with the Chief Coroner and preferably a selected
( experienced C\SC and/or a Regional Manager or the National Manager.
94
(e) Formatting guldehnes introduced as per the NTS Style Guide. This style guide brings
together all existing National Transcription Service standards into a single reference
document. The standards in the document are sourced from the NTS standards, the

Ministry of Justice style guide, and various government agencies e.g. Ministry of Health.

(f) Service levels to be applied to all transcript types. These are known as
Responsiveness Service Standards on the NTS intranet and they outline the response
time from NTS for delivery of evidence to the Judge. E.g. Jury trials recorded on the
FTR audio digital recording system, have a service standard of “transcript of evidence
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completed within a maximum of 30 minutes”. Thése standards will be decided in
consultation with the Chief Coroner and elected others.

(g) Training in all aspects of TSM. TSM (Transcription Service Manager) was developed by
the NTS to enable NTS to share work as a national transcription team. It is used to
create and edit jobs (requests for transcription work), allocate and schedule NTS Court
Reporters, manage transcription ‘turn’ activity, record when jobs are completed, notify
when a completed transcript is available, organises and tracks transcrlptlon work and
stores the original draft of a completed transcript. P

4.1 PROPOSED APPROACH

Based on the elements outlined above, the range of approaches an;‘zi sup@grtmg metﬁ«:17:101(5;5:1‘6}S
required to complete the work stream are described as follows*{ 20 s
/ / \n\“

4.1.1 OBJECTIVES = S

5

This is essentially linking the CSU transcription requlremem:%mth the. NIS in order to allow
Court transcription support to be managed and prOVldeB by the N»TSQ\TInS mcludes fac111tat1ng
the technical connection, ensuring roles and, responmb\hties for ekque)s’ang and supplying
transcription support are clear, arrangmg t}%nece’ssari; trauﬁng) a@ enéurmg the change
operates as smoothly as possible. NN

L (O  \ '
MINIMISING AND MANAGING IMPACTONSTAFF \‘

Reviewing and outlining any posélbl\éh nges ﬂlaﬁ\yvﬂl lmpact on staff, possibly causing a
change in their job desmptlon o respenmbﬂme‘s, and to ‘ehsure CSU employees have successful
co-existent relatlonshlps wufh NTS employees “and to ‘en‘sux e ‘buy-in’ to the changes.

\\ \ \ 7 >~

MINIMISING IMPACT ON~G

\\\\\\

The potential for C\%J stgfﬁ ﬂn partzcui 3 g@
Support Officefs; tohave td unplemehi‘c nges and any lmpact that may have on their working

relationship; Wlth*ﬁlqm Coroner[s) ‘( Py

INTRODU\TI ; NXOF NATLONAL STANDARDS AND QUALITY REQUIREMENTS

NTS wouid\ i}n consul'sau\on) Wlth the CSU, seek to have standardised templates and formatting
guﬁd‘elme’s mtrodqced‘ana Servlce Level Agreements implemented.
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IMPLEMENTATION OF TSM/TFM AND NTS SUPPORT & OPERATIONAL ACTIVITY

This would involve the raising and managing of change controls for both TSM and GroupWise
messenger and enabling this access. Implementing new processes. In particular this would be
file structure, transcription requests, scheduling requirements.

TRAINING

‘Tust in time’ training in the use of the new processes would be implemented approximately two
weeks prior to using the new skills and will cover FTR operations, lognote (annotatlon)
requirements, TSM, folder access, and more.

N

N D)

BUSINESS CONTINUITY PLAN NN

NTS would take responsibility for developing Business Continuity Plan requ:lremen} once a
Courtis integrated (an ‘integrated’ court is one which is operating TSM\%essfull\j]
(2

BRIEFING OF REGIONAL MANAGERS A% \

Regional managers will be briefed as to the timing of 1ntegrat101€1\so\he& aI‘e able tQ g:%x\{ a sense
of impact on staff and operations. Itis also an opp ortumty 10 enshr ecta(xons (CS\ artd

NTS} are aligned. AN <"/« \
R \
41,2 RESPONSIBILITIES (\;\ \ /
\\ ;
NTS BUSINESS ADVISOR &\ ~
(a) Responsibility for a comprehenswe eyaﬁ{;aﬁon of QP’UEODS ana deflmnon of
requirements for the technoldgy\aspect O N

;, \ N

(b) Responsibility for the supﬁort@mgl aevelopméx(}t oF: tr %scnptlon business processes
and the business sys’cqrﬁs ﬂgat‘shlp‘port t;hese mcludmg the TSM/TFM systerm.

(c) Facilitate the evoluﬁor{ﬁthé systems Kﬁxprocmses to ensure close alignment
between them and Busingss nee@ f
AN \ ", \ T
() Ensuret S}ie sta\ndar\chzfatlon an(ﬁlxmpleghentatlon of processes, templates, formats and
busmes ézste S\across tﬁe CoromaYSemces Unit,
< < N

NATIONAL TRAIN 3‘(3 ADVISOR- AND T’RAI“NERS

(a) Re\ Iewahd update trai mgfmaterlal on TSM in line with NTS/CSU processes

oy
/

/{

N oor&hnate ;yst in t1r,ne/on51te TSM/FTR training for each site.
) \ /\ RPN v
\ (c) Execute the onéte training for each site.

\
(d) Provide 51te rev1ews advising of attendance to the training and feedback on the
effectiveness of such.

BUSINESS PERFORMANCE ANALYST

(a) The provision and management of performance monitoring systems and the
implementation.

(b) Inclusion of Coronial Services Unit as part of the national quality assurance framework.

(c) Coordinate with the units on business unit reporting.

NTS REGIONAL OPERATIONS MANAGERS
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(a) Assistin the establishment of reporting processes.

(b) Work collaboratively to ensure a consistent approach thatis wholly aligned to
operational and business directions of the NTS.

NTSINTEGRATION MANAGERS

(a) To be the main point of contact between the Regional Managers and key CSU staff at all
sites.

(b} Responsible for taking a lead role in the integration of the CSU transcrlptldn \
requirements into the NTS. =

(c) Responsible for the change management activity with the anacted sﬁaff 1
(d) Responsible for conducting initial briefings and forming Close Wol‘lglngrelatlonshlps

(e) To communicate/update the appropriate staff with any 1Ssue\s OI‘:I'ISLS assocrategi Wlth
each CSU unit that may have an impact on any future t)pe;ra\hoﬁs of that. (it a4

4.1.3 CSU FIT WITH CURRENT NTS MODEL o~ o

>
ERNY

The purpose of the discovery approach was to asseSs‘thE}V}@blhty of trané.‘{ rrm’g«some, or all, of
the transcription services currently provided by Ad 5t to the CoroniaLS&mces Unit, through to
the NTS and to ensure that the NTS and the Coromal Ser;vmes Umt(had axcomplete and detailed
understanding of the factors suppor nng or m{lfmtmg this prgp@s@ so 2 ! gonsidered
recommendation could be made. .

& . T
(/ /\ \\‘\“! ~ S

a S
The first step.in establishing a. currentstax‘te mvblved the Q‘maﬂlﬁg ofa guestionnaire to all
Coronial Services Coordinators [(IS‘G@a;nd Admlmstrataon Support Officers (ASQs) and the

collation of responses recewed Respanses wergd et* N‘ed from 14 CSCs and 8 ASOs.

aﬂces between the CSU and the current NTS

A reportwas then complled‘vx(hlch ‘_howed the X
tow g of.the NTS Management Team in March 2010.

model and this-was preSented g

As outlined in SecQonS O\Review of Var}mqe & variances were listed on a minor and major
basis.

After dzscusszon the dec151o;1 was niade to move forward from the discovery phaseand a
documentwould be comglled based on the data received and what any changes would mean to

both; ﬁtxe CSU*and the N\TS\ Thi approach should cover:

('b a"lPeople (imp'aqjand implications)

(¢) Processes (fit with current NTS model, compromises to be made)
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4.2 PEOPLE

CORONIAL SERVICES CO-ORDINATORS

As processes were defined, potentially effected staff within the CSU have been identified. The
greatest impact will be for the role of Coronial Services Co-ordinators as they are primarily
responsible for the technology and scheduling aspects as these directly relate to NTS
transcription requirements.

,,“\

SCHEDULING
Where previously the CSCs created a booking form which was sent to Adept th}s\}unf;tlgn would
now be done by the use of the NTS TSM/TFM system. O\ \\\\

5 \\"' /
COURTROOM SET-UP NN

An area of impact has been identified with the present courtroomsét up@ndﬁTS reé@u\gments
This will be particularly apparent with the set-up of MERK equlgl ent i n 21 emoteloéatlo{} and
also in non-FTR courtrooms where contemporaneous transcript; is\ equlred /The (esgnt

system in place between the CSCs and Adept is shown in tha\@dep ﬂowchapt 111 Appeﬁ?izx 5.1.5.

\/ \\ ( /
The NTS would require a more standardised approaokparﬁcul:i?ly in re}a@on to'sound check
timeframes, printer tests, and GroupWise Messengg}‘\ sagqfor identi on\pf NTS .
transcription staff, and this is shown in the CSUAN'I:S ﬂowcjlért in Ap G lX 5 15,

\
Another identified area of impact here wi /1 Il-be. wu:h otatloné\kil?he Would be an expectation
that NTS log note {annotations) standard%re‘fé])lo ed algd adh\r@d)t

N

NON-CONTEMPORANEOUS REQUESTS~

Data collection identified that s\c‘)l Q&Sésand all ASQs, éa‘nét 6end an Adept booking form when
requesting non-contemp orane% 9}1 anscriptlon/ Q‘he@n{pact here will be that all CSU staff will
be required to enter all non—cqx\l pdraneou% reqﬁe\st“s into TSM. At present most staff
download any Olympus t);anscnpt)on requ6§t Blréc;tlfy into the Adept server and then send an
email notifying them Q?QC aughois there. In\One case the Coroner doesnot use Olympus but
simply handwrltes any rKrﬁg/s / Iettéi‘ te, and»these are scanned and sent directly to Adept.
This hand—wrltten\gystém would not be /@cgeptable to NTS and the Coroner would need to use
Olympus recordmg equlﬁmel}t to ena\x\blg franscription to be done (this relates to Coroner Evans
in Welhngton)\ T.bere is presenﬂ @n adhoc system in place whereby most ASOs transcribe any
audio recé%img under 15 “minutesdin duratlon themselves, but some send everything to Adept

Y .
for trangeription. N \
) ~ \\'a. " _/

( \
/Therelwould seexr Tqbe d mlmmal impact on both €SCs’ and ASOs’ responsibilities, simply
Because the amountfof bot‘h contemporaneous and non-contemporaneous requests are
ne\hgfble in the lafgt;,r ‘séheme of the NTS.

(N2

4.3 PROCESSES

GENERAL COURT PROCESSES

Court Reporters would need access to the Coronial Services jurisdiction in CMS. This can be
done by CMS Change Control for all Court Reporters nationally. Court Reporters currently have
access to the Criminal, Civil and Family jurisdictions in CMS.
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SCHEDULING PROCESSES

Notice of Coronial hearings (i.e, confirmed dates) range from three weeks to three months with
the average being 1.5 months. These would be notified via TSM.

The NTS model would prefer that all hearings, whether contemporaneous ornon-
contemporaneous, are recorded in FTR format, i.e., either courtroom-enabled FTR or MERKS. It
would be preferable for C5Cs to explore FTR courtroom availability when setting down hearing
dates, and if not available; a non-FTR enabled courtroom should be utilised which h,as access to

the Mo] network, thereby allowing audio to be linked with the NTS servers. <&\ . \

NTS would ask that CSCs advise NTS as soon as a hearing is confirmed. CSCs adws’ed\m the
questionnaire that when a summons is issued the courtroom number is listed féxceptfor small
courts with only one or two courtrooms). As witness summons require- 21 days no}lce, itwould
be assumed that in this scenario NTS would be advised at the same tnﬁe thq sﬁmmons i€ 1ssued
(if a summons is issued). ¢ ' >

HEARING PROCESSES

COURTROOMS

(\\ ‘

(b) Enter intituling on log ‘r?oteﬁ; §per NTS sfain&a\ds 1nclud1ng Court Taker's name.
~ \ N,

) Sound check to be:done:féf\all m;crophoftés&n the courtroom, and each microphone

(d) Open TSM agd 1%9{‘1&}}7 who Iead Ceurt Reporter is for the hearing.

(e) Advise Lead*({ourt Reportf‘,,\ Vg

2 )
f\"“‘

(&

PRE-INQUEST HEARINGS

These are held ‘in chambers’ and can be recorded on either a MERK or more commonly on
Olympus dictaphone. Accurate log notes would need to be kept to ensure transcription by NTS

is accurate.

A problem has been identified in this area whereby co-ordinators also participate, as Case
Manager, in these hearings and find it difficult to keep accurate log notes and follow the hearing.
Unless accurate log notes are kept, i.e,, identifying speakers, hearings are extremely difficult for
NTS Court Reporters to transcribe. Some dialogue would nieed to be had with CSU regarding
this situation and possible workarounds found. In some situations, the ASO could be annotator
for hearings where there are multiple counsel who all need to be identified. There should be
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little difficulty where there is only one counsel, or none. Co-ordinators stated this was not
difficult in the latter scenavio.

TRANSCRIPTION PROCESSES

Templates will need to be developed for Coronial transcription. These should be:
(a) Notes of Evidence templates (x2: 1998 Act & 2006 Act)
(b) Findings templates (x2: Provisional & Final)

(¢) Rulings

(d) COR7 template (Celtificate of Findings - held in chambers])

If NTS was to undertake transcription of letters/reports/confer encis terh\lates would need to

be developed for these also. It would be preferable from an NTS Ee\;pectme that the§qrema1n
AN
(> 7

st L

‘in-house’ as the NTS's core work is, or should be, only the tranSgr{p Qn of eVIden

Consultation would need to occur with the CSU regardmg temglafeS /and 51gn fo ﬁorthe;se
would need to be through Chief Coroner MacLean. \ <

VRN
/ /"\\

These would then need to be loaded onto the NTS temﬁateg shared
\ -,

PRINTERS

All courtrooms that have used for hearmi sho\
to enable NTS to add these to the NTS 1-p @t So,l tion Wthh 1& accs;ssible to all NTS Court

Reporters. \\

' N
SERVICE LEVEL AGREEMENTS,(RESPbLgISIVENESS SERVIGE STANDARDS)

S

Agreements will need to b&exaecuted‘for both/m&xgcemporaneous and non-contemporanecus
service level agreements, both*FT% and Olympua“s(gn;cnptlon
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5.0 APPENDICES

APPENDIX 5.1.1 CORONIAL SERVICES CO-ORDINATORS

. | Co-ordinator Location Coroner
i o Whangarei Coroner Brandt Shortland
\‘:\i\; E : Auckland Coroner Morag McDowell
u\‘\\i‘/ ; ] Auckland Coroner Murray Jamieson
' h! Auckland Coroner Katharine Greig
; : Hamilton Coroner Gordon Matenga —
5 Hamilton Coroner Peter Ryan .. .
] Rotorua Coroner Wallace Ba1p‘f'/\\ ;
i Hastings Coroner Chrlstppher Dev}mport &

Palmerston North

Coroner Carla na Na‘ga;a

Palmerston North Corongy\T@\f&qut
Wellington o oro@@j‘ Tan Swiith
Wellington Cor oner{\gagry Evans L
Christchurch (Qoran‘eﬁRlchard McElrga -

Christchurch >

/\

'f,

Christchurch&?\. Floatmg X
‘ Dunedm\\ \\\\\\ ; Coror{erbawd Crerar

Note: Chief Coroner MacLean kas a\fr.z\dzczal Suppor:zf\@ﬁ‘icer ]ackze Andrews.
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APPENDIX 5.1.2 DEFINITION OF TYPES OF PROCEEDINGS

Proceeding Type /Term

Definition

Inquest hearing {contemporaneous)

These are hearings lield in a courtroom, if
available, or a venue approved by the
Coroner. They are all contemporaneous
with 90% of them requiring a 24 hour
turnaround. Aninguestisa judicial
hearing convened by a Corc{ue can be
more informal than somé ¢ 1\ arings.
It is an inquisitorial process t@\dxscover
what happened rathex‘ than to dpportion
blame. S <o \ \

COR7’S (non-contemporaneous)

/“\

These are ‘Cexit ﬁéatfi ofLFmdmgs and are
required fok allinqu 17r1es (Inqyest and
Chambers\Hg\amfgs on pqp’eQ’s, .‘b,EI),‘,é the
Coron rch/oo eshot to- ave. eparate
wriftéh. n\dlng docugle*nt ﬂ{eﬂymtten
ﬁgdmgs are dictapéd gnd lhchuded as part
[afthe CORY terpf! 1age,

Term ‘On Papers’

Heérmgs done’ ’on\pap\ers mean there is no
squirement; fora’ \lbhc inquest hearing
‘or dis r\?e as {c Ehe cause and

circ stancesp the death. These are held

in'( ’Chamb e}rs ;

'f\%e\ e\@*e $tandard template/normal

| letters. sent by Coroner’s to parties
(Y \myolved in an inquest advising of date,

venue etc.

Memos (Non,ce\ﬂtempora}leousj’\ R 'j‘

H \

by "These can also be called ‘file notes’.

File Notei (Non\gon;tempora’}muqs)

These can also be called ‘Memos’

AT

Conferenqe\s\ ’\ < ,:‘\’ ,>
‘ - ,/\\-.‘;\/ 4

Some Coroners refer to ‘Conferences’
when in fact they are a combination of a
pre-inquest or pre-chambers findings
meetings.

At the end of an inquest, afterhearing all
the evidence, a Coroner may give ejther
final findings into the death or may give
interim findings. In the latter case the final
findings are provided in writing at a later
date.
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APPENDIX 5.1.3 — VARIANCES & SOLUTIONS

As part of the discovery process the definition of variances (differences) between the ‘as is’
Coronial Services Unit present state and the current NTS ‘as is’ model should be identified and a
review of these differences, and the potential implications of those differences on the National
Transcription Service’s ability to pick this work up, should be undertaken. The numbers in
brackets (i.e. (2.1.1a) indicate the variance identified in (2.0 General Processes Current State)

GENERAL COURT PROCESSES VARIANCES

(a) Variance: (2.1.1a) CSU case numbers.

Solution: NTS transcribers will require access to CSU case numhers m CMS through a
change control. Training required in use of six number formgt fo‘r‘f\}SM

Solution: All CSCs will require up-date training in‘all aSpeets of MERK oper*atlons
Whﬂst they have used MERKS the time IapsesBetwaen hearmgs ar S

Managers

Solution: NTS preference wpulﬁ be: fcu‘ E)*’TR court ooms to,be used, where possible,
for ease of transcription. Whatis the posmblht,xkéf all DlStI‘lCt Courts having a
nominated CSU courtrogm}FT ie

this courtroom? \\“

(d) Variance: (2.1.2 Qk} \FTR céum oomS\arenot;spec1ﬁcally requested for
contemporaneQus ﬁxtures (on s;t;a]\ IV RK portability has made this ‘the norm’ even
a \

(e) Van\an ex .1‘1
Adept\beca‘use of pértablhty of MERK Kits.

\ \ Sokutmn If futui“e_tqchnoiogy‘ allows audio to be sent directto a court server, notice
ndt bemg glVGI} ofa Ioéatlon change would have a serious effect on transcription, i.e.,
~.f‘*v }ranscrlbefrs may IlOt be able to access log notes and audio.

\ AS
(f} Variance: (2. 2 Zm) Adept advised that they receive notice of Coronial hearings “quite
often after the fact”, i.e, the hearing has already commenced and they have not been

notified that transcription is required.

Solution: Thiswould have a serious impact on NTS ability to transcribe.
(g) Variance: (2.1.3c) Prior to commencement of court etc, in particular sound checks.

Solution: NTS would require sound checks to be done at least 30 minutes before the
commencement of a hearing.
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(h) Variance (2.1.4c) All CSCs who have used a MERK are experienced at using log notes.
Hamilton and Hastings CSCs are the only CSCs who do not have this experience, and

Hastings in particular is averse to using FTR.

Solution: Although everyone has used log notes, their log notes are not of a standard
expected by NTS and more training would be required. The Hastings scenario would
need to be dealt with prior to comimencement of training.

(i) Variance: (2.1.4d) CSCs do not back-up any audio.

Solution: Ifall CSU transcription work is undertaken by NTS this woul po’clg
issue as TFM backs up all audio, but in their present state it is a major bmble “}1

() Variance (2.1.5b) CSU Office Administrators are responsible f&r ar;y ’cranscnptlon
work less than 15 minutes in duration, which mostly conststs -0 letters, reports, and
memos. There is no sign-off process for non—contempox:gn\eous r?ti\lests 10 A ept and

no formal request process other than to send the agg}o\bxqta\til ¢ /\\ \

Solution: NTS are responsible for the transcrlpnon o evﬁence bas\ed werk bnly and
are not a typing pool. The concern here is that all nonzy <eourt work”wonLd cdorne to NTS
for transcription as has been happening wig Q&dept who are@/see}‘@tanal agency and

charge a fee each time this work is quug\st\d \th momtoxﬁs he)15’mmute rule?
/ \ .

(k) Variance (2.1.5d) Signing of ev1dence und r\;l;998 C(ir ner S\Atﬁ

Solution: CSCs would need tp i 1cafe): v t/he log nf)t\es lf“ChE} hearing is being heard
under the 2006 Act, where 51gm of fixiJ mgs/ﬁeaping&ls not required, butifunder
Coroner 1998 Act, mgnmg&rﬁt{inréd Possﬂ%f a‘tgmplate for each of the above Acts to

aid transcription. \ AN p—
N \ { (‘\ N
() Variance (2.1. 5 g) kammig‘t\a courtr Qo;m, .
. \\ “ \\

Solution: All CO‘uI‘i‘{OOl’nS whe e;\hearmgs have been heard previously would need to
») .. \ \
be added to ﬁte erglter hst . ( >

(m) Vanaﬁc&s (2 'bgl) Recar ding of pre-mquest hearings.

t\; ']Zhere isa Iarg @emand for transcription of all pre-inquest hearings and
NTS d r equire log Rotes to identify the speakerin all cases. .

((n)\\Vanémce A 1‘61) Qle preparatlon

2N )
N Solutwn NTS Would require file preparation to be more intensive than is being done

N
S /> presently.. /\ >(

\’ c /

(o) Variance (2 1.8a) Different templates for different Coroners.

Solution: NTS would need to have standardized templates in place. Itis an unreal
expectation for Coroners to expect this system to continue should NTS undertake CSU

transcription.
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(p) Variance (2.1.8b) No formatting guidelines.

Solution: NTS requirements are for formatting guidelines to be in place for all
transcription as per the NTS Style Guide.
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APPENDIX 5.1.4 - ADEPT BOOKING FORM

VENUE INFORMATION

Hearing Venue

Coroner

Registrar

Case File Number .
Name of deceased {7
Date of death & § ] ))

Place of death

Cause of death
Hearing duration DA

CSU RC Chargeback

E-mail recipient

Contact Information

Emergency Contact
(Person to contact when the
hearing manager is in court
and direct contact is required). |

Document template AN
N N

Contemporaneous . - \\\

Court will wait for ('etu}‘n\of
last 30 minutes of-.~, X )
transeription { ( \\ N

Urgent (samebday )

24 Hour < -0 i

2days(\

gth a 7 day ceﬂing

QUIPMENT HIRE DETAILS

&
S 7

Is there any media interest/ any risks or issues of concern for the hearing?

Coronial Services Manager Approval:

Date:
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