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GRAND JURY OVERVIEW

administrative agencies and departments making up county, city and Special district
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government in each of the 58 Counties in California. The State Constitution has granted

this power since 1850 to help ensure these agencies are efficient, honest, and
dedicated to serving the public.

statutory réquirements, a Juror should be able to commit the nécessary time to

have voted on any matter before the Grand Jury. | will keep the charge that will be given
to me by the court *

Laws Governing the Grand Jury

For a complete list of the laws governing the existence and operation of the Grand Jury,
refer to the San Benito County Counsel’s Office.

The Jury is required to submit a Fing| Report of its findings and récommendations to the
Presiding Judge of the Superior Court., By law. departments Or agencies that are the
focus of such reports must respond, either to agree or disagree with the findings,
comply with the recommendations or explain why no action or only partial action will be
taken.
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overemphasized. Conﬁdentiality protects the interests of the public, those being
investigated, and the Jurors themselves. The rutes of Secrecy must be strictly observeg.

deems it necessary. The Presiding Judge of the Superior Court or County Counéel may
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by the Grand Jury. An interpreter, if needed, may be present during the examination of
witnesses. Except when ordered to do so by the Court, a Juror must not disclose any
evidence receijved by the Grand Jury, what any Juror has said, or in what manner any
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than a moral imperative. Penal Code §924.1(a) provides:

‘Every Grand Juror who, except when required by a court, willfully discloses any
evidence adduced before the Grand Jury, or anything which he himself or any other
member of the Grand Jury has said, or in what manner he or any other Grand Juror has
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Jurors the privilege not to be questioned concerning Grand Jury matters. That section
states:

“A Grand Juror cannot be questioned for anything he may say or any vote he may give

in the Grand Jury relative to 2 matter lecally pending before the Jury. . "eonseming.
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Email messaging between individual Jurors regarding Grand Jury business is essential.
Jdurors are instructed to use “password protection” for all attachments. Al such email
shall include the following statement in the body of the message:
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nct the intendad recipient, nlease centact the sender and destroy all CCpies of the
communication.
Grand Jury Jurisdiction

inquire annually into conditions of county jails and detention centers  that serve > as public
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The Grand Jury may also:

* Inspect and audgit books, records, and financiaj expenditures to ensure public
funds are properly accounted for and legally spent.

* Inquire into charges of willful misconduct by public officialg or employees.

* Study reports of previous Grand Jurors and review their recommendations for
changes in County government. It js important to follow up on responses by
agencies to Jury recommendations in order to verify promised implementation of
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* Aprejudgment of essential facts which prevents a member of the Grand Jury
from considering the issye on its merits, or

* A pubiiciy €Xpressed support or Opposition to specific aspecits of a matier before
the Jury.



Having an educated opinion on an issue should not be considered the same as having
& ias. The same piocedures appiying 1o potential conflict of intsiest shall appiy o
preexisting bias.

Itis the responsibility of each Juror to advise the Foreperson of any potential conflicts of

interest which exist at the beginning of the term of service, or which may develop later
during the vear nf service in eonnaction with issiias that comea hefore the .lury

Whenever a Juror believes g matter to be discussed or voted upon would involve the
member in a conflict of interest, the member shall announce the conflict of interest and
shall abstain from both discussion and voting on such matters as a member of the Jury.

or deliberations when a real or potential conflict of interest occurs which would affect
their objectivity, disinterest, or fairness in the conduct of Jury business.

facilitate conducting business in the field.
Conduct and Responsibility

The Grand Jury is a judicial body of the Court. Jurors may act only through the Grand
Jury as a body. Individually. Jurers have no officia standing. power. or authority.

A Juror should:

¢ Participate in developing common goals early in his or her term and work
cooperatively to meet them.

» Seek io establish a boid of rust aind coifidence with faliow JUTOPS.

* Exercise discretion and diligence in conducting the business of the Grand Jury.

* Use the power of the Grand Jury only in the interest of the citizens of the County,
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 Treat his/her fellow Jurors with courtesy and respect. (Appendix EB, Code of
Collegiality)

A Juror should NOT:

e Make public statements concerning Grand Jury matters.

¢ Discuss Grand Jury matters with anyone outside of the Jury.

* Exert undue pressure on other Jurors to change their minds on matters pending
before the Jury.

* Monopolize deliberations.



¢ Reachg conclusion on a matter until all sides of the Question have been fairly
LU IS ey,
Jurors must exercise caution in identifying themselves as Jurors in matters other than

those directly connected with Grand Jury matters. This includes wearing Jury badges
inappropriately.

(1]



OPERATIONS AND ORGANIZATIONS
Orientation and Initial Meetings

Initially, the incoming Grand Jury will meet as often as needed for training in the
functions, duties, and responsibilities of a Grand Jury, and to discuss and adopt

nrocacdiirae 1indar which it will Nnarata
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ieviewed and aCtepted WYy Wi inComing Jurcrs at an eany mesti ig.

The incoming Jury may dacide whathar to adont aneratinnal practices o o whether tha
minutes should reflect a Juror’s absence by name or simply note the number of Jurors
in attendance; whether to recite the Pledge of Allegiance at the start of every meeting;
whether to have a snack rotation; or whether to collect petty cash to replenish water,

coffee and paper goods.
Attendance

Attendance for each Grand Juror must be regular and punctual. A Juror must advise the

in oo I halaba hln tn mttamA hadila~d | 4
coiepersen in aavance when 1€/Sne is unable o aaenda a scheduled vidly meatng or

Fereperson will assign each committee an area o meet within the cenference room

If a Juror cannot or will not participate in the activities of the Jury, the Plenary can
recommend his or her removal. The Foreperson will notify the Presiding Judge of the
Superior Court, and the Judge will determine whether an Alternate Juror will be
appointed. Alternate Jurors who are appointed to fill vacancies may review any
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Meetings and Reimbursements

Meetings are defined in several ways. General Grand Jury meetings, committee
meetings, tours, inspections, ahd-interviews and Grand 1 Jury training are defined as
meetings for the purpose of expense claims. Jurors’ expense reports for per diem,
mileage, and reimbursement claims are processed on a quarterly basis. The Treasurer
or the Foreperson wiii coiiect the reporis at the first meeting of each quarter and submit
them to the County for Payment. Currently, each Juror in attendance receives a per
diem of $15.00 per General meeting and $15.00 per committee meeting.

LTSS

No more than one (1) per diem fee

{$30.00) or two committes meetings ($30.00) mav ho

than eight (8) per diem fees may be claimed per m nth. To receive reimbursement a
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Facilities

The San Benito County Grand Jury meeting room is located in the conference room
offices of the San Benito Countv Sheriffs Department at 2301 Technology Parkway.

Hollister CA 95023, The mailing address is PO Box 1624, Hollister, CA 95023,

There is ample parking outside the facilities at the County Sheriff's facility. Parking
permits have not been issueq to Grand Jurors, Parking is available on g first come basis
in non-restricted spaces.

11



The Grand Jury cabinets and fileg are always kept locked when the facility is
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which must be returned at the conclusion of the Grand Jury’s term

The Foreperson will be the last Juror to leave the building; and is responsible to see that
all doo

oors are locked, and to ensure that the building is left in Secure condition. Following
ara tha recommendationg for .qrqr:uri’ry of the .lury meaﬁng rooms and .e.fnmgn. facilities:

* File cabinets are closed and locked

e All windows are closed and locked

* The vertical blinds are closed

e Thermnstat is in the off nositinn

* Lights are turned off

* The door of the conference room is closed.

Suggested Rules of Order
tach Grand Jury is free io adopt its own ruies of order.
Following are some suggested rules of order for conducting meetings:

e The Foreperson shaii preserve order, may speak on points of order in response
to members' inquiries, and shall rule on questions of order. Generally, the Jury
will decide to conduct meetings “informally.” In parliamentary procedures (see
Roberts Rules of Order, a copy of which is available online), “informally” means
the Foreperson may speak at will on the question being considered without
stepping down from the Chair, provided that he/she does not attempt to dominate
the discussion.

e When speaking, members shall address the Jury and confine their remarks to the
question under discussion.

* When a question is under debate, no other motion or proposal shall be received
except a motion to adjourn, to table, to postpone to a certain time, to referto a
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If questions should arise that are not covered by agreement, then Robert’s Rules of
Order will prevail.

Officers and their Duties

of the time needed to fulfill nérmal Juror responsibilities.

Foreperson

The most important responsibility of the Foreperson is to ensure the Ju
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and each committes runctions effectively. To this en , the
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proceeding efficiently. The Foreperson can vote on all matters, and has the determining
vote in a tie.
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The Pro Tem assists and advises the Foreperson as needed. In the absence of the
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To assist the Jury, the Pro Tem shal| be well-versed on al| sections of the Penal Code
which relate to the Grand Jurv’s function. For burposes of reference he/she shall have
all such provisions available and in possession at all general meetings.

Recording Secretary
The'Recording Secretary shall keep minutes of every Grand Jury general meeting. The

mrimi b aboag sl s,
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* The time of convening, and the names of absent Jurors or, alternatively, only the
number of Jurors present and absent.

* The names and titles of any persons other than Jurors who may be in the room
at the tima of convening.

* That any witnesses present were issued the Admonishment (See Appendix C).
Aaditicnally, aiy Wilngss may be Fequired 1o taks the Cath of
TruthfulnessSeeFeey. The Recording Secretary should inform the Foreperson if
this has not been done.

* The time of arrival and departure of any persons to or from the Jury room during

Jury room during deliberations and voting.
13



shall be recorded.
* Arecord of ali reports brought to the Grang Jury, discussions concerning issues
before the Grand Jury, and actions taken by the Grand Jury.

meetings are filed as well as Jury agendas. (Individual committees keep their own

minuteg )
The Recording Secretarv is encouraged to use a computer to take the minutes.

The Recording Secretary shall make every effort to provide each member of the Grand
Jury with an electronic copy of the minutes of each meeting within 2-3 days of the
meeting, so Jurors have ampie time 1o read them before the next meeting.
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fill these positions, the Foreperson will take care of the duties described.
Corresponding Secretary

The Corresponding Secretary is the primary assistant to the Foreperson in providing
administrative support to the Grand Jury. The Corresponding Secretary is responsibie
for the receipt of mail addressed to the San Benito County Civil Grand Jury, writing
letters as directed by the Plenary or the Foreperson, and obtaining the Foreperson’s

signature on aii correspondence before maiiing.
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* Coordinate ISD services with the Foreperson.
Be willing to provide technical support to other Jurors.
¢ Check the Grand Jury phone for messages each weekday.

VA~ AL manil minl-iin frana $ha Qi DAanmidn ABmim DAnt NFEAm
YYSSIMY LA PRGNS 1) e AL LT VI T T OeL e,

* Date stamp, assign a number, and record all complaints. File complaints in the
Compilaint Binder located in the locked file. Numbers are assigned as month,

with 000. For example, July 2019, Case #1 would

year and the number starting with example,

be assigned as 0719-001. An R would be appended to rollover complaints.

* Flle onginal compiaints according to the three digit case numbper.

¢ Date stamp all other mail received i.e., agendas, minutes, and announcements,
and deliver to the appropriate Committee Chairperson.

¢ Summarize the complaint for the Plenary and assign it to the appropriate
committee.

*  Write letters of receipt and disposition of complaints as directed by the Plenary.

¢ Fiie a copy of ine Acknowiedgmeni ietier (Appendix AXX) sent io compiainanis
with the original complaint.
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s Purchase stamps as necessary for mailings and obtain reimbursement.
Requisite skills:
Proficiency in Word and Excel.
Abiiity to design documents and work with tempiates.
Ability to organize documents and file systems.
Understanding of data management systems.

[
< C ey afataliTa q mh e als .

* Familiarity with advanced Word features such as mail merge, tracking changes,
and large document layout.

*  Fanuiiarily with Jaix hatiagereni-and-ShaeRoin,

* Ability to design Excel Spreadsheets.

¢ Previous Grand Jury experience.

There may be other duties or skills required, and flexibility is necessary.

Treasurer

It is strongly recommended the Treasurer have a basic knowledge of spreadsheets and
Some experience with Excei.

The Treasurer has the prifary duly of Momionng and in oIy e FOrEpEIson of the
state of the budget. These two Officers should consuit qQuarterly at a minimum.

County Codethischapter by the County Board of Supervisors unless the proposed

ovrandibiira jo annrnvuad in aduanas ba, tha nracidins i 1A Af tha Qunarinr N aftay
VI\P\J! AT e AN “Prlv.v“ UL AN ¥ was LN MJ LUN L g Fl A A TE T .a J““uv b IS ey V“Fvl g A A 2T -l AN

the Board of Supervisors has been advised of the request. (Penal Code §914.5)

At the first meeting of each quarter, the Treasurer collects a quarterly expense report
rom each Juror and verifies: (1) the form has the Juror's original signature, has been
initialed by the appropriate Committee Chair(s), and (2) the expense tallieg are

The Treasurer provides the Foreperson with any requested financial data and provides
SUDbort material as raquested It is helnful if the Treasurer has pravious Grand .Jury

experience.

15



The Treasurer replaces the Jury’s office supplies as necessary.
Advisors to the Grand Jury

In the performance of its duties, the Grand Jury may at any time ask for legal advice
from the Presiding Judge, the County Counsel, or the District Attorney. All forma!
requests for opinions or assistance shall be made by the Foreperson. No Juror acting
alone should contact any advisor with individual requests unless delegated to do so by
the Foreperson.

General assistance with jury matters can also be obtained from the California Attorney
General or the California Grand Jurors’ Association.

Superior Court Judge
The Presiding Judge of the Superior Court in San Benito County has traditionaily been
assigned to monitor and assist the Grand Jury. However, any Judge of the Superior

Court could legally be assigned that function. The Judge may be present at meetings of
the Jury and give advice only by invitation.

The Presiding Judge is authorized by law to withhold a Jury report from public release i
it exceeds the scope of the Jury's investigative jurisdiction; therefore, the Jury must
Secure the Judge's review and approval of its reports prior to public release. In addrtion,
the Judge is in a position to be especially helpful on matters involving hearing

procedures and organizational and administrative issues.

=

County Counsel

The County Counsel is the legal advisor on civil matters to the County and all of its
departments, commissions, school districts, and to a number of other special districts in
the County. County Counsel acts as legal advisor to the Jury, but is not the Jury’s
advocate. He/she is bound by the secrecy restrictions on Jury matters and the
confidentiality of the attornev-client relationshin However since County Counsel alsn
represents the Board of Supervisors, as well as all County departments and special
districts, there is an inherent risk of a conflict of interest as issues arise in which those
entities are also seeking legal counsel. County Counsel will notify the Foreperson of any
potential conflict.

The Jury, through the Foreperson, should contact County Counsel if it has questions
regarding the legality of an investigation. Any opinion rendered by County Counsel
should be secured in writing. In the unlikely event of any legal action against the Jury,
County Counsel would be called upon to defend the suit. Members of County Counsel’s
staff also are available to the Jury and its committees to provide assistance in
determining jurisdiction, drafting resolutions, preparing reports and related activities.

Any outside communication made at the direction of County Counsel by the Foreperson

........ -1 L [ o PP T SN P P e B L

of @ member of the Jury miust be reviewed and approved by Counsel O&10re distribution.

16



District Attorney

The District Attorney acts as legal advisor to the Jury in criminal matters and can act as
legal advisor in civil matters as well, particularly if County Counsel has a conflict of
Tandom imn mh am i g e T e Te Ik Y Y e b e A b ey miemd fem mam Fnm som kD g ] o sacdammm o o e ~
Hucicst ielaiGing e SEUHIL NS, AL ai 1Y ML 31 HI¥YCGOUYALUIUI WIIGIG it appeare a
subject of the investigation may have committed a criminal offense, the District Attorney
should be immediately consulted. Failure to do so could jeopardize the Jury’s

investigation, as weii as any subsequent criminai proceedings.

any matter pertinent to the Jury.

Attorney General

The Attorney General of the State of California is available for advice and assistance.
I'ne Grand Jury’s request tor the assistance ot the Attorney General Is mage through
the Presiding Judge or by writing directly to the Attorney General's office.

Upon request by the Jury, the Attorney General may employ special counsel and
special investigators to assist the Jury as provided for in the Penal Code. Moreover, the
LY. I i o 1 P oommmie Afimm dlom Foowmis b mmmn Lt P ST TP NP |- JURp S | ool e Ty |
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matters if the public interest requires. In practice, the Jury would usually call upon the
Attorney General for assistance only where both the District Attorney and the County

-ounsel are unavailable to serve ag 2 legal advisor.

g

Private Counsel

The Penal Code provides a formal procedure whereby the Prasiding Judaedury may
appointretain private counsel in situations where the District Attorney, the County
Counsei, and ihe Atlormey Generai are aii unabie io assisi. The Jury is noi authorized io
seek advice from private counsel informally (§936.5).

Parliamentary Rules

The purpose of motions during Plenary sessions is to faciiitate voting so as to make the
meetings orderly and expeditious. Typical motions during Grand Jury proceedings, all of
which require a supermajority to pass, are as follows:

* To accept a citizen complaint as an open investigation,

* To siart a seif-initiated investigation,

To publish a report,

To carry over a case to the next Jury,

To send an official letter to a citizen or to an agency official,
To remove a Juror for cause,

To change a standing rule of procedure,

T Ablinat ba anmmidacadioaa AF A b~
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* To depart from the agenda.

17



A copy of Robert’s Rules of Order is available online.
Committees

The investigative function of the Grand Jury is carried out by its committees.
Selection and Membership

Generally, Jurors may indicate their preference for a particular committee from a list of
standing committees (See Appendix B, Committee Forms) The Foreperson assigns
Jurors to committees taking into account not only the members’ expressed preference,
but aiso the need to have a balance of skiiis and experience on each committee.

Tihie Futepersun shivuld 1ot be appuinied v a reyuiar cunmiiiee bul SEIVES dS aif ex-
officio member of all committees. Committee Chairs can be appointed by the
Foreperson or elected by committee members. Committee Chairs should be chosen for
tneir willingness and avility to serve. It is recommended that only one holdover member
be assigned to each committee, in order to make holdovers’ experience available to as
many committees as possible. When committees have overlapping concerns, each
Chairperson may serve as an ad hoc member of the other committee, or may designate
a committee member in his/her place for liaison.

» Committees generally meet more frequently than the Jury does as a whole.
VVien mailers concern more ian onie Conmiies, members of the olher
committees may attend any committee meeting in which they are interested.

* Each Committee Chair should designate a scribe who will take and maintain
minutes of each meeting.

* Committee members must keep written notes of their interviews. These accounts
will be a valuable aid in the preparation of a report if one is written.

* Each committee should review reports of previous Grand Juries and, if possible,
reports from other county Grand Juries. Committee members should also review

responses to previous Jury reports.
Commitiee Chair
The duties of a Committee Chair include:

* Prepare agendas and preside over meetings.

e Work with the committee scribe to énsure accurate and complete minutes of all
meetings.

* Prepare or guide in the preparation of a Request for Investigation, (See Appendix
C. RFI) as decided on by the Committee for Plenary approval.

* Ensure investigations maintain the focus approved by the Plenary.
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* Work with the Editorial Committee to review and edit reports for publication.
e Consult with the Foreperson about any problems which might impede committee
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* Remind committee members that California Grand Jurors’ Association training
Iaietials are avaiiable fur reieience. Cuudinaie appuiliiiienis for inierviews wii
witnesses and schedule time and location for interviews,

Standing Committees

The Grand Jury may choose to establish Standing Committees at any time. Examples
of such committees may inciude, but are not limited to:

Cities and Special Districts Commitiee

This committee concerns itself with the operations of incorporated cities, special
districts. and joint-power organizations which do not fall under other committees. When
possible, random attendance at those organizations’ meetings may help ensure that the

Examples of Cities’ Subjects

e City Administrator, City Clerks, City Councils, City Elections
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Local Agency Formation Commissions, City Engineers, Recreation and Parks,_
Airport
Examples of Special Districts’ Subjects

¢ Air Pollution Control, Ambulance Service, Hospitals, Cemetery
Fire Protection. Mosaquito Abatement. Liahting

Memorial Buildings, Reclamation, Health Care

Community Service, Public Works, Public Utility,

Sanitation, Waste Water

County Committee

All offices of County government are within the purview of this committee. It reviews
agendas and notices of public hearings, and when possible, attends those meetings to
ensure the interests of the public is being served, and government codes regarding

open meetings are being followed.

Examples of County Subjects

Water-Ageney--Airpert-Permit & Resource Management

Board of Supervisors, Real Estate

Data Processing, Purchasing, Assessor
Auditor-Controller, General Services, Recorder

County Commissions, Survevor

County Administrator, Risk Management, Open Space
County Clerk-Elections, Emergency Services, County Fair
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¢ Human Resources-Civil Service, Treasurer-Tax Collector, Public Works

Human Services Committee

The Human Services Committee examines social services operating in San Benito
Sk,
LOlinty.
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* Agriculture Commission, County Library, Hospital
* Economic Development, County Parks & Recreation, Fairgrounds
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e Non-Profit Corporations performing public services, Child Protective Services,
Human Services

¢ \Veterans Services

* Housing & Community Development, Animal Regulations

Law dnd Jusiice Cuiiiiee

This committee considers all matters concerning public safety, the criminal justice
system and jails, detention facilities, the District Attorney, municipal public safety offices,
probation, the Public Defender, and the Sheriff-Coroner.

Examples of Law & Justice Subjects:

County Counsel, Jail & Detention Facilities, District Attorney

liimy DAammiccinnar Dalina Nanartmanto haoriff M Aranar
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Juvenile Detention Facilities, Critical Incidents Safety Coordination
Public Defender, Probation Department, County Morgue

Editorial Committee

The Editorial Committee has three major responsibilities:

1) Review, edii, and, when appropriate, approve aii reporis submitied Dy the
Investigative Committees prior to acceptance by the Plenary,

2) Coordinate and manage the publication of the Grand Jury’s Final Report, and,

3) Review and, when appropriate, update the Grand Jury’s Policies and Procedures
Manual with the goal of providing continuity from one Grand Jury to the next.

The experience of former Grand Juries strongly suggests the members of the Editorial
Committee not be appointed until after the sitting Grand Jury has been in office for
several months. Selection of committee members should be made from those Jurors
wio nave demonstraied an understanding of the principies of report writing and nave
exhibited skills in writing or editing. Jurors selected for the Editorial Committee are
encouraged to attend a one-day Editorial workshop taught by the California Grand Jury
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Editorial Committee consists of five members, with at least one representative from
Sachn Of the investigative Comimittses. The I~ CISPETSTN Will appoint ong of tha
Committee members ag Chair. Jurors interested in serving on the Editorial Committee
are cautioned that during the report period (i.e., from mid-January through mid-May),

thou Aran Avnant N Aavata o nravirmataly an it i
Vuy bl SAPECI 10 devete approximately an additional 1 2-15 hours per week in report

review and meetings, in excess of regular Grand Jury requirements.

software to be used in the reports; and provides templates for the writers to use. The
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With the approval of the Plenary, the Editoriai Committee selects a current juror who
has the necessary skills and experience in design and publication to be the Grand
Jury’s Designer of the Final Report. If no current Juror has the necessary skills and
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Final Report—e-g- i . In either instance, the Editorial
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Committee Timelines

Sessions concerning the proper formats and templates; the difference between, and
importance of, findings and récommendations; the importance of verifying information
from the investigations: and, finally, persuasive writing rules and techniques.
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their proposed reports to the Editorial Committee for review and editorial suggestions.

As the report writing continues, Investigative Committees will submit more polished
reports to the Editors, who will review each draft for adherence to the agreed-upon

aspects of the underlying investigations, triangulation of sources, and evidentiary basis
of conclusions. The Editore should not make any changes that will alter the meaning of
the report without the consent of the committee which prepared the report. At these
review sessions, either ihe author of the repori or an informed member of ihai

committee must be in attendance.
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INVESTIGATIONS
Receiving Complaints

All complaints, except those originating from the District Attorney or the Court, should
be in writing, preferably on the standard complaint form, to make it easier for the
Plenary to decide a coures of action. The complaint chould includa 2 returm 2ddrece
phone number, email (if available) and be signed by the complainant, but this is not
legally required for a Jury to start an investigation. Standard complaint forms are
available in English and Spanish (Appendix A, Complaint Forms).

Complaints cannot be accepted over the telephone. Complainants should provide their
name and address and be mailed a complaint form by the Corresponding Secretary.
They may alsc be advised the form is available o the web at http://cosb.us/county-

departments/grand-jury/.

Original complaints and supporting documents should never be removed from the
Corresponding Secretary’s complaint binder. Committee members are provided with
copies to use unless the materials are so voluminous as to make this impractical.
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The Corresponding Secretary should also check the Complainant Master List to
determine if the particular citizen complaint was filed on prior occasions with that Grand
Jury or prior Grand Juries.

Crizen Compiaints
Some of the questions the Plenary should try to answer in its investigations are:

Is the department in compliance with applicable governing laws and regulations?
Is the department achieving acceptable cost-efficiency in its operations?

Is the department meeting the needs of the public?

Does this department interact cooperatively with other departments?

Is the department emploving appropriate financial & accounting procedures?

Every Grand Jury receives communications from citizens relating grievances. Although
the Penal Code does not specifically assign the Jury duties as to complaints, the Jury
frequently investigates citizen complaints as part of its watchdog duties. Complaints are
handled in strict confidence to protect the complainant's identity. Complainants must be
assured of confidentiality and not be concerned about breaches of secrecy.

Discussions and Assi gnment

Each Plenary meeting agenda should include an item for reviewing complaints: and all
complaints are discussed with the Plenary. While all complaints will be addressed, not
all complaints will lead to investigations or reports. The Plenary is not required to accept
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out hot limited 1o, lack of junsdiction, pending iI8gai action, and the pirichnity of other
complaints that are more time-sensitive. The Plenary will maintain a Complaiiant Master
List. A complainant can refuse to be interviewed and in that instance, the Plenary must
decide whether to continue with an investigation. Complaints received near the end of a
Jury's term may be carried over to the next year by ihe Pienary vote uniess otherwise
resolved.

All correspondence and files of the Jury are exempt from laws requiring disclosure to
the public, notwithstanding Freedom of Information laws. However, persons sending
ISiters 1O or recaiving letiers from the Vily imay mae such COITESHONASHicE pubhic. Al
correspondence written by the Jury must be approved by County Counsel Council
before being sent to the public. The Plenary must understand that the contents of the
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Upon receipt of 2 complaint, the Forenereon will note the date received, assign 2 case
number, and log it into the Complaiiant Master List. The Foreperson assigns cases to

the appropriate committee. The complaint and any attachments are copied for the
committee, and the originals are placed in the complaint file.

Anonymous letters can be treated as complaints under special circumstances and with
i Alimmmadlmm by bl o Iivms 1€ Sk m smamddm e i wmmd L lnm S rmmdi ok Al £ skl . Yo m Vb mam
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filed pending additional information or a signed complaint. If nothing is received, the
unsigned letters are destroyed at the end of the Jury's term.

Complaints, whether or not acted upon, frequently assist the Jury in identifying areas of
County government in which citizens have concerns. One complaint investigation can
discover other additional issues. The appropriate committee should look into such
concerns when a particular governmental office is under scrutiny.

initiai Commitiee Review
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complaint with all members of the Committee and discuss whether, for time
management, a lead committee member should be assigned. Discussion within the

Committee may lead to one particular member with knowledge or background of the

particular issue raised in the compilaint.

Preliminary research by the Committee is not only a helpful tool, but one that can
highlight early issues to be reviewed, for example:

1) Does the Grand Jury have jurisdiction over the government body at issue?

2) What policy and procedures of the government body are available for
immediate review to better understand the complaint?

3) Who are the government personnel mentioned in the complaint and where
are they identified in the personnel roster of the government body?

4) lIs a discreet date of an event identified in the compilaint, or are there ongoing
or multiple complaint allegations?
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5) Who is the complainant and what relation may that person have with the
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To answer some of the questions identified in the initial complaint review, compose a
preliminary list of information to retrieve. The majority of information may be available
online. Some suggestions for research resources are:

* Internet search engines (i.e., Google)

» State statutes and local ordinances

* Organization charts, job descriptions, budgets, and manuals of procedure

* Recent news coverage

» Weh cites of Grand .luries in athar countiae and the California Grand Jurnr's
Association

e Web sites of County agencies and boards (agendas, minutes, videos)

» Prior Grand Jury reports, San Renito and other counties

 Public Meetings a committee member can attend as a private citizen.

For each complaint the committee is working on, create a list of potential interviewees

and the order in which they should be interviewed. If the case originated with a citizen

complaint, the first interview may be with the complainant. On occasion, a complainant
may refuse to be interviewed, which is a legal right. In such cases it may be best to
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determine further documents from the complainant or the government body are required

to prepare for interviews or evaluate the complaint (See Appendix F, How to Organize a
Grand Jury Investigative File),

-l

The Reauest for Investigation (RFI}

After the committee has reviewed the available information to evaluate the complaint
and create an investigation plan, the committee must come to the Plenary for approval
io continue with a fuil investigation. The commitiee may determine at the onset to
interview the complainant before submitting an RFI to Plenary, however, it is
recommended an RFI first come before Plenary.

The RFl is the investigative roadmap. The RFl communicates to the Plenary the nature
of the complaint, the initial scope of the investigation, and the investigative plan_ It
further informs the Plenary of the investigative goals of the committee, opening a
digiugue beiween Pienaty and ine cormmiiiee ihai coniinues ihiougioui ine Grand Jury
term. A supermajority of 12 Jurors must vote to approve further investigation based on
the RFI. As the committee investigation proceeds, any substantial changes in the
Pmssmmdi by rn ol ey smd I o st bl § PDlamam: far raima: ICan A N oV ars VN al
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Request for Investigation).



Interview Procedures

Refer to the California Grand Jurors Association Training Manual for recommended
interview procedures.

Required Interview

Penal Code §933.05 (ee) requires the Grand Jury to meet with the subject of the
investigation (the person who is responsible for the function you are investigating,
usually the department head), unless the court determines the meeting would be
detrimentai. This interview avoids later chaiienges after the Finai Report is reieased.
This interview is apart and distinct from any exit interview the Grand Jury or committee
may later undertake.

Subpoena Protocol

During the course of an investigation, a committee might find it necessary to issue a
subboena to interview a witness or tn abtain documents However hefore reauesting a

subpoena, an effort must be made to get voluntary compliance.

If the effort is not successful, the Committee Chair will ask the Foreperson to ask
County Counsei's office io prepare a subpoena. if the subpoena is for an interview, the
e-mail request should include the person’s name, title, department, and the date, time
and place of the interview. If it is for documents, the specific types of documents sought
should be identified. County Counsel’s office will then prépare a subpoena to be signed
by the Presiding Judge. Documents are to be produced at the County Counsel’s office.

County Counsel may coordinate the serving of subpoenas or the Foreperson may serve
them. i possibie, use of outside process servers shouid be minimized.

Mandated Investigations
Although not specificaiiy required by iaw, the Grand Jury of San Benito County conducis
an annual inquiry of the County Jail.

According to the Penal Code, the Grand Jury must investigate the following:

e The accounts and records of officers and agencies operating within the County.
Each Jury has discretion as to which departments it will audit and the scope of its
audit. At least ona County denartment must he reviewed on a selective hasis ag
part of the ongoing process. Producing a report on the jails fulfills the Penal Code
requirement of at least one County department being investigated. Every Grand
Jury must perform its share of audits, so that all agencies are reviewed regularly.

* When requested by the Board of Supervisors, the need for an increase or
UEiease in the salaiies of Couiily elected officials.

¢ The condition and management of all detention facilities within the County that
serve as public prisons for some of the population.-




Self-Initiated Investigations

The Grand Jury’s primary role is to investigate. The fact that a department has been
reviewed within the recent past does not preciude further investigations oy the current
Grand Jury. Jurors should refer to the Prior Complaint Matrix maintained by the
Corresponding Secretary to determine the nature and scope of prior investigations.

Careful consideration should be given to previous audits, reports and Responses.

Public concerns relating to agencies within the County may stimulate Grand Jury
investigations. Other sources of cases are news stories and work by prior Grand Juries.
Suijedis ui invesiigaiivns Garried vver fon MISVIUUS years, Ul itadeyuaic IESPUIISES (U
prior report recommendations by an agency can be fruitful sources of new cases. If a
Juror during the term requests a committee to commence an investigation, a complaint
form shall be executed and submitted t5 the Coresponding Secretary o begin the
complaint process.

Carryover Compiaints

Complaints received too late in the year for adequate consideration may be referred to
the next Grand Jury.

Reiresier Training in invesiigaiior Teciniiques

The Plenary is encouraged to participate in advanced training in investigative

techniques and methods once the committees have commenced their investigations,

usually in late October or November. This training can be conducted by holdover Jurors,
former durore, or by the Califarnia Grand Jurore’ Asenciation



REPORTS

Penal Code §933(a) states that "Each grand jury shall submit to the presiding judge of
the superior court a Final Report of its findings and recommendations that pertain to
county government matters during the fiscal or calendar year. Final reports on any
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time during the term of service of a grand jury.” Penal Code §925a also authorizes the
Grand Jury fo ‘investicate and report on the operations, accounts, and records
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The Grand Jury is reminded that Penal Code §939.9 states that it cannot make a “report
declaration or recommendations on any matter “‘except on the basis of its own
investigation of the matter...” It cannot adopt on its own “the recommendation of another
grand jury unless, the grand jury adopting such recommendation does so after its own
investigation of the matter as to which the recommendation is made.”
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training manual containing valuable information on subjects such as report writing and
releases.

Generally, there are two types of reports issued by a Grand Jury: an early release of a
single rennrt: and the Final Report also referred to as the Consolidated Final Renort
Their purpose is to make the Jury’s findings and recommendations known to the public.
A supermajority of 12 jurors must approve each report. County Counsel and the
Presiding Judge must review all reports for liability and conformity with all applicable law
(See Appendix D, Report Release Checklist).

Early Release of a Single Report
An early release of a single report may be made to the media and to the Jury web site

at any time during the term. County Counsel and the Presiding Judge, using the same
procedures as for a Final Report, must review and approve the report prior to
pubiication. The targei of the report is not required io respond uniii the report is
published as part of the Final Report. An early released report must be incorporated into
the Final Report. Deadlines for response to early released reports are the same as for
the consolidated Final Report.
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desired actions and greater attention from the public.

Consolidated Final Report

The Final Report should be ready for printing by late May of the Jury’s term. By midterm
the Editoriai Commitiee: shouid Create a scheduie for ihe Finai Report; this scheduie
must be approved by the Jury. The schedule provides the deadlines used by the
committees when submitting their reports to the Editorial Committee. Although the
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Editorial Committee has responsibility for guiding and editing the reports, all Jurors are
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The Editorial Committee will euggest the Plenary adont a stvle auide and report format
for all reports, providing consistency in the published Final Report. Here is a listing of
typical sections and the general purpose of each.

Summary

Tiis synupsis of tiie entive 1epuri is mean iu yive ihe reader a biiel uverview of e
reason for and conduct of the investigation, as well as the Grand Jury’s findings,
conclusions, and recommendations. Since only the summary will be published in the
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This section is optional and may appear at the beginning or the end of the report.

Bankgmund

This section is intended to be a brief summary of the events that led up to the complaint
and the subject of the investigation. This information should give the reader a
foundation to understand the rest of the report. it is written in past tense and answers
the question, “Why was this investigation done?”

Approach

This section describes the methods used in the investigation, such as documents
reviewed and persons interviewed (by title or description, never the individual's name).
This section tells the reader the Jurors researched the issue and can verify the facts
and findings in the Report. Lengthy lists may interfere with the flow of the report, and
Hidy be suinariced here, with the Cutiipiete iisi of dusuients placed in a reference jist

at the end of the report.
Discussion

This section constitutes the bulk of the report. It covers the events that led up to the
investigation. This information should give the reader a factual foundation to understand
the report’s findings and recommendations, by outlining the specific evidence
discovered during the investigation. The evidence or facts described must be objective
and verifiable. Facts are not hearsay, rumor, innuendo, or opinicn. They are real and
demonstrable. They have been determined by analyzing the evidence and weighing the
credibility of the sources of the evidence, and have been verified by several sources
(triangulation). Raw evidence is unverified information the Grand Jury has not
triangulated and is improper to place in the Final Report.

28



Commendations

This optional section is used only if circumstances warrant, such as when an agency,
group, or individual has performed in an exemplary manner.

Thie cection hridgee the gan between facte and the resuilting recommandatione, A
finding is a one sentence conclusion or judgment based on fact(s), not just a recitation
of the facts. Findings identify what needs to be fixed, improved, corrected or
complimented.

Recommendations

This section states what should be done, by whom, and when. Recommendations
should be specif ic, logical, achievable, financially feasible and within the law. Penal

Nards SO4L » m Al nb s sl o hi~ aly -~ P e ate N - Te P e s |
UG 8\1 v lcquuca IC\JUIIIIIIUIIUGLIUIIQ VVIIGI IGVCI a PI CCIGHT Ul DllUl I.UUIIIII 1Y 1D IUGHUIGu.

Positive findings do not need accompanying recommendations.

Each recommendation should be directed to a specific agency or official, who will then
be required to respond.

Required Responses

Tits seciivn sidies wiio is 1equired w respund and {u windin iecuninnendativns. Only
governing boards and elected County officers or agency headseffisials are required to
respond to Grand Jury reports by Penal Code §933(c). All findings and
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recommendation, the affected agency or official is held publicly accountable for their
written commentary. The report should state explicitly the title, agency, and/or elected
officaldepartment that muet respond, and tha specific finding or recommendation
requiring the response.

Bibliography

This section lists all of the written sources of information used to compile the report.
This includes newspaper articles, books, trade journals, websites, brochures, reports
and more.

This ie an nntinnal list of siinporting documents, waheite addresses and other
information for readers inclined to delve deeper into the subject. This may be used in
place of or in addition fo an extensive bibliography.
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Appendix

This optional section is a good place to include relevant and interesting information not
critical to the report.

Legal Requirements for Report Content

Penal Code §§925, 925z and 933 (a-e) require a Final Report. Section 933(a)-stating
states “[eJach grand jury shall submit to the presiding judge of the superior court a final
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during the fiscal or calendar year ... [and] [flinal reports on any appropriate subiect may
be submitted to the presiding judge...” Fhe-Penal Code requires responses within a
spacific time frama and nrascrihas the farmat for the resnnngAes.

Thea Penal Carde mandates that a Final Rennrt hava “ﬁndingg Aand recnmmendatinng 7 A
finding is a conclusion or judgment based on fact or facts, not just a recitation of facts.
Penai Code §91i6 siates that aii Tindings must be “supporied by documented evidence®
and a recommendation must be based on at least one finding. Under Penal Code §929.
the report cannot contain ‘raw evidence” (information that has not been verified by the
Grand Jury), uniess approved by the presiding judge or materials of a libelous or
defamatory nature.

This Penal sCode sestion-further mandates recommendations whenever problems or
shortcomings have been identified. The Grand Jury should keep in mind that the
recommendations should be specific (who is to do what and by when), logically related

to the problem, achievable, financially feasible, and not in vioiation of any iaws.

Tlam lmrae almamy amm ELvdlame Aafimn blem v h mammmbmmd [ Jamcssme cma s rem ol o, PeTe P W gy ¥ S
FHIG 1AV WUGTO TIUL UL LG UGHH IS thic FOMNUIL LLILGEIL. VWO Vo, CAMGH TGS al ivu Mt a\.,uucuuy

suggest Final Reports should also:

1) Explain the purpose and scope of the investigation;
2) Describe how the investigation was conducted; and
3) Disciss the information that has heen develonad

When describing “how” the investigation was conducted, neither individual names nor
titles should be listed. Penal Code §929 requires that reports of the grand jury not
contain the name of any person, or facts ieading to the identity of any person who
provides information to the Grand Jury.

After reviewing a report, County Counsel will provide a written opinion The Jury is under
no obligation to follow this advice, but it is strongly recommended that it be solicited and

rnneidarad
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Pissing

Final Verification—The Exit Interview

Each investigating committee may conduct final exit interviews to verify the accuracy of
the findings before publication of its report. Exit interviews are not mandatory, but are a
tooi {o be sure the findings are factuaily accurate so the report cannot be chaiienged
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once it is officially released. Penal Code §933.05(d) states that the exit interview

ot hn ol e al in m mem W LD : RTINS hhee B e i S Al e R TN ¥ T " S R |
LU IDIDED VI 1Caul v ainu umuuaanlg TENL ) LIS TH I Yo 1 i ISPV W U IS aliiCuiCu

department or agency. fo verify their accuracy prior to release.

The exit interviewee should again be admonished as to confidentially. The fuli written
report is not to be disclosed or read. If the Final Report requires revision, the committee
undertaking an exit interview is reminded that adequate time must be available in the

lavmmam s
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Penal Code section 933.05€ states that anAn-exit intcrvicw with the subject of an
investigation should aet-be conducted #unless the Court, either on its own
determination or upon request of the Foreperson, determines such a meeting would be
detrimental. No officer, agency, department, or governing body of a public agency shall
disclose any contents of the report prior to its publication. See California Grand Jurors’

Association Training manual for suggested guidelines.

Suggested Procedure for Issuing Reports

1) The investigating committee writes the first draft of the report and submits it to
the Editorial Committee. The initial draft should be double spaced, with line
numbers, and annotations on sources to facilitate the editorial Drocess.

2) The Editorial Committee edits the draft for grammar, punctuation, logic, and
clarity. The member of the Editorial Committee representing the investigative
committee generating the report communicates these edits back to the
investigative committee.

2} Theinvectigative committes diccuseas tha prepeesed changes and makes the
modifications deemed appropriate.

4) If extensive corrections or changes are needed, the investigating committee
rewrites the report and re-submits it to the Editorial Committee. This process is
repeated until both the Editorial Committee and the investigating committee are
saiisiied wili iie repori.

S) The Editorial Committee submits the final version of the report to the Plenary at
least 2 days prior to the general session at which the report will be considered.
Members of the Plenary are asked to review the report prior to the session. The
discussion by the Plenary covers substantive not stylistic matters.

6) The report must be approved Dy a supermajority of the Jury. If major substantial
issues arise that cannot be addressed by changes discussed and agreed upon in
the meeting, the report is returned to the Editorial Committee.

7) The investigative committee works with the Editorial Committee to address the
unresolved issues. The Editorial Committee then resubmits the report to the
Plenary for its consideration following the procedure outlined in (5) above.

8) A member of the Editorial Committee prepares the final copy of the report as
approved by the Plenary, reflecting all changes agreed upon during the Plenary
discussion, and sends it to the Foreperson.
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9) The Foreperson sends it to County Counsel for legal review and comments.
Counssl Caii ask guestions and ofiar opinions but cannot foice Crangss o a
lawful report. The investigating committee may, or may not, make the
recommended changes.

If no further changes are made to the report, County Counsel sends the report to the
Prpmdmn .ndae for annroval Tha senne of the lnrinp ] review is strictly ennfined tn

ensunng reports do not extend beyond the Iegal boundanes of the Grand Jury’s broad

cale Al - hm 1L
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investigated, or a report does not contam fi nqus and recommendatton supported by

Dresndlncj_ judae, or has materials of a libelous ¢ or defamatory nature, cr 2 report of a
government entity not lying within the Grand Jury’s jurisdiction. Upon approval, the
Judge returns the report to the Foreperson for release.

Distribution of Reports

Generally, the County Counsel will provide gundance on the general distribution of the

MNommA |, L et vt Alisdimm dlam mrmabhan A o e B N Y e T T P £
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publication on the San Benito County website (http://cosb.us/county-departments/arand-
jury/).

The distribution of reports is a two-fold process: an advance copy to subject agencies
and the public release of the report. After approval of the Presiding Judge, and two
working days prior to its public release, the Grand Jury shall provide the affected

mommnr ~E blaa mAarian Af A Deamad | Ak valadices b blanmd Amamans Tha vaces
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packet also contains an admonishment that the contents of the report should not be
revealed until actual date of publication, a cover letter, and a copy of the applicable
penal code with response instructions for the recipient. Each committee should
designate members to assemble and deliver the packet. (See Appendix D, Report
Reiease Cneckiisi)
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COMMUNICATIONS AND RECORD MANAGEMENT

Retention of Files

The Foreperson, or other Juror as assigned by the Foreperson, will coordinate and
manage the collection, organization and filing of all files, each year creating a new folder
headed YYYY-YYYY G, Thic will kean higtorical racorde senarate from future recorde,

allowing for better perpetual management.

Committee Chairs will be responsible for providing to the Corresponding Secretary all
investigative files, organized in folders by case number. They shouid also provide any
other relevant records that need to be retained.

Officers will provide any retained documents, (e.g. Plenary agendas, minutes, budgets,
county/court directives etc.).

Retention of Physical Files

The reference library should be reviewed periodically to make sure only relevant and
current items are retained. Newspaper articles are useful references and may be kept at
the discretion of the Jury.

Cases (and pertinent documentation) held over for next year’s Grand Jury should be
1etaiied. itis recuninended a iist Uf iiie Gases canlied uver U e nexi yeai be prepalied
and delivered to the next Foreperson. Document retention guidelines are below:

Five Years

e Jury Minutes

¢ Master Log of Cases, spreadsheet of complaints received

 Original complaints in numerical order in complaint binder

Complete set of committee investigation files with all supporting documents
Cases that resulted in written reports and those that were closed.

DaAannAannan b ranarmmmanAdatinne in tha Einal Darmack
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Legal opinions or rulings by judges and County Counsel

* Responses from County Counsel approving the Final Reports contain no
evidence of libel or defamation

e Other general correspondence

(LI

Fifteen Years

¢ Final Report Responses
» Final Report (at least 5-10 copies)

visposal
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A Presiding Judge has issued a standing order, of designated records. This order
allm ot oo mmiha e em e e S mdiimi v e n me ] ol mmala Vo] K e e Ve B e =
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the Foreperson and the committees will review and purge appropriate files.

Any materials related to a criminal investigation or which could support an indictment

are required to be destroyed at the end of the term, or, as an alternative, they may be
dealivarad tn the Distrirt Attornev or Presiding .Indgp.

Any records related to a claim or litigation against the Grand Jury must be retained until
after the case is dismissed or otherwise concluded and the appeal period has passed.

All confidential material selected for destruction must be shredded. If in doubt whether
e ammd (L e sl el b M AL e mea) St abaie mm e ] el hm o meiem b mnmn T

Ul VUL 1L 1D CUHHUTHIUCL, SLITTU L. AU alia VIUCULG'JCb al i IJI IULUSIG}JI 19 Il T Qo
considered confidential and must be destroyed accordingly. The Court Administrative
Officer can provide assistance.

(See Appendix G, Housekeeping at the End of the Grand Jury Term and End of the
Year To Nn Iish



Appendix A - Complaint Forms and Acknowledgment of Complaint Letter
Complaint Forms:
Link to the San Benito County English Complaint Form

http://cosb.ustwp-content/uploads/gicomplaintform-1.pdf

Link to the San Benito County Spanish Complaint Form

hittp://cosb.us/wp-content/uploads/gjcomplaintform spanish-1.pdf

Acknowledgment of Complaint Letter

TN LU PoNy, PO Gt R My puuiopupRy VY |t [ § REJURY Y MU S T S
AH CUHITIAH IS THUDL VTS alLid IUWITUYCTU Wil O DUDIHISDYD uctyd> v

Jury in the following manners:

General Acknowledgement Letter

Your complaint dated has been received by the San Benito County
Civil Grand Jury and assigned to the appropriate committee for study. Please be aware
that the Grand Jury is prohibited by law from disclosing any aspect of their inquiries
during an investigation.

The Grand Jury is a deliberative body that fosters good government, including those
improveinents thal imay folow 1o Citizen compiaints such as yours aid CoiTesponding
investigations conducted by the Grand Jury. The Grand Jury does not attempt to
resolve individual problems but may use them in a confidential manner to assist in their
investigations, and to inform findings, recommendations, and reports. The Grand Jury’s
final report is usually released in June of each year. If the Grand Jury chooses to take
action on your complaint, it may not be until then that you learn what the Grand Jury has
determined.

We appreciate your initiative in bringing this matter to our attention.

Modification of Standard Letter

In the event that a committee of the Grand Jury encounters circumstances which
require the use of a more customized letter to the complainant, please note the
fr)llr)wing'

Any changes to the language must be approved in writing by County Counsel. Careful
consideration should be given to requests to change the language with the advisement
that the recipient may later refer to or make public letter as “advice” or “legal opinion”
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rendered by the Grand Jury. Therefore, the letter should not contain language that may
oE Misconstiued and as Such, they shiculd avoid MaRing isfeirals 1o othar agsicies,
making apologies, agreeing or disagreeing with the complainant, divulging any part of
the deliberations of the Jury, or generally stating more than absolutely necessary

regarding the Grand Jury’s decision to take no further action.

€]
th



Appendix B - San Benito County Grand Jury Forms

Committee Preferences

Print Name:

Please indicate below, your first, second angd third choice of Standing Committee
preference. Your committee selection will enable you to participate in a particular area
of government that You are most interested in (see description of the committees in the
Policies and Procedures Manual).

Cities and Special Districts
County
Human Services

Law and Justice

Ballot for erection of Orficers

Recording Secretary

Treasurer

Carnaant at Arme
s~ geanil 2l Arme




Sample Agenda
San Benito County Civil Grang Jury Agenda
DATE

5:00 Pledge of Allegiance & Call to Order

5:02 Review and Approve (MMM DD) Meeting Minutes
5:03 Announcements

5:04 Phone & Mail Report

5:07 Officer Reports

5:30 Committee Reports

PLAW B JUSHCE oo

6. 10 Oid Business

6:20 New Businesg

6:30 Adjourn
Naoxt Meoting: c:o0Pm Thursdaoy, M oD, vyvy



Appendix C - Investigation Forms

Request for In vestigation (RFI)
To: YYYY-YYYY Grand Jury

From: (Committee and Source i.e. citizen complaint, self-initiated)
Date:

Investigation Title:

Issue: (Brief overview of what is to be investigated.)

Background: (Short background on the subject, government and department. Any
history of complaints or past GJ investigations.)

[ Y T, AR~ s bl A Prds bl g LI P :n|"\h‘:~ﬁ‘;ﬁn ~ Dnrmmmbn o] b [l B L Y Py
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positive change within San Benito County.)

Subjects to Probe: (List of the Subject areas to be résearched and probed during all
stages of the investigation).

Avas im
vy 10
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San Benito County Civil Grand Jury Admonishment

Admonition Notice

You are admonished not to reveal to any person, except as directed by the court, which
questions were asked or what responses were given today.

You are further admonished not to reveal to anv person any other matters concerning
the nature or subject of the grand jury’s investigation that your learn during your
interview today until the final report of this grand jury proceedings is made public or until
authorized by this grand jury or the court to disclose such matters.

A violation of this admonition is punishable as contempt of court.

l understand this admonition and my obligation to maintain confidentiality.

Date:

Drimbnd Ammnn ~f Lomdbmom simsarmm
PIH IO 1N IS U B LS VICGYWOG

Signature



Oath of Truthfulness
(Issued before the interview leader begins the Questioning)

For the record please state your name:

Agency Name:

Please raise your right hand.

Do vou solemnly swear (or affirm) that the testimony vou are about to give is the truth,
the whole truth and nothing but the truth (so help you God).

Answer:

Witness Signature:
Date:
Printed Name:

Grand Juror Signature:

Grand Juror rrnnted Name:
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District Attorney Waiver Form Signed by Complainant

San Benito County District Attorney
Street address
Hollister CA 95023

Dear NAME:
Please allow members of the 20Xx -20XX San Benito County Civil Grand Jury to

inspect and make copies of g|| documents in your XXXXX Division file #
which | would be allowed to inspect and copy.

My Social Security number is:

Sincerely, (COMPLAINANT)

Note: The Family Support Division no longer reports to the D.A. as of 2002,



District Attorney Information Request
(After receipt of signed waiver above)

San Benito County District Attorney
Street address
Hollistar A 05092

Dear NAME:

FOUH

File #:

Social Security Number:

for the period of

N L S . vedknimln ;. bay sl varma muae. oy P [aa Tt Y | oY A Al vamdio- fad o LY BN Qutgiy. 3 |
ure LRIV T (L) VeL L ¢ A~ =1 payluclu Yo GPPIIGU, S\ AR LVINTY] ll] UUIIHCI&IUI LN au] UIIPGIU
balances, any interest generated by an unpaid balance, and the source of each

payment, e.g. attachment, garnishment, direct payment by

For the San Benito County Grand Jury
NAML, Foreperson
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Waiver: Juvenile Dependency Information From Department of Human Services

he San Denitc County Civi! Crana Jury
PO Box s00c¢1624
Hollister CA 95023

(000) X00¢-3000¢

Cir
Ulv

(o Y st A ]
C AL St u

Date:
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Petition for Section 827 Juvenile Record Disclosure

Tia [ o PRGN | P f\.-..._&.. NLat f\.-.-....l | PP
[ R 1~ (W oty LIGH iy UUUIIL] \2IviE AL G UUI’
PO Box 001624

Hollister CA 95023

Thon blammom, hia HINAE Corrm Damita D omivmdas 1y il N,
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450 Fourth Street
Holliste,r CA 95023

Re: Juvenile Dependencies of-

San Benito County Juvenile Court Case Number:

Dear Judge :

Sincerely,
Foreperson San Benito County Civil Grand Jury
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Appendix D - Report Forms

Report Release Checkiist
— Report approved by plenary

— Keep line numbering format, doubl
emails the report to County Counsel fo

—EARLY RELEASE REPORT: Foreperson should n

—__Changes made ag needed. Once approved by Co
and the report is sent to the presidin

—EARLY RELEASE REPORT: If time is a concern, the foreperson should request
email notification.

otify counsel if time is an issue

unsel, line numbers are removed.
g judge for approvali.

Nrtinnal ae nanAad: A, mov ha o
\J'Iuvl s LA IIUU\‘V\A- vvy’ "R Bo? et W

¢
sure the designer knows it is pend

ant tn Aacisnnar fAr man
Ntk BN AN V4 “vulsl LR 23 LNrE LENLV]

Ly vim ms irnncan AMaba
i HF F\‘IFUUVU- l'll‘l\u
ing final approval.
Judicial approval by written Correspondence.

— EARLY RELEASE REPORTS may be initially notified by email to expedite the
process.

— Optional: Make an appointment to drop off the report.

— Print either relevant sections or entire report as needed for delivery to appropriate
department/agency head(s). Assemble the packet including the report (or section),
cover letter with instructions, applicable section of the penal code with report response
instructions.

—— Seal the items in

alarge envelope, fill out
Recipient of Grand Ju

and attach the admonis
ry Report to the outsige

hment Notice to
of the envelope.
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Notification to Departm ent Head for Exit Interview

The San Benito County Civil Grand Jury
PO Box 3066¢1624
Hollister CA 95023

(3000) 3006-3000¢

— L Sy
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DATE
Dear NAM E,

For the San Benito County Grand Jury,
NAME, Foreperson
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Notice to Recipient of Grand Jury Report

The San Benito County Civil Grand Jury
PO Box »eec1624

Hollister CA 95023

(>00¢) 300¢-3000¢

DATE

Name and Title Department Name Address City, State, Zip

RE: Hand Delivery of San Renitn County Civil Grand Jury Final Renort
Dear NAME,

The 20xx-20xx San Benito County Civil Grand Jury has issued the enclosed Final
Report, which includes issues under your jurisdiction. We provide you a copy in
advaice of publication pursuani o Fenai Code Sedion 933.05(i). Fiease noie andg
adhere to the last sentence of this section of the Code: “...No officer, agency,
department, or governing body of a public agency shall disclose any contents of the
report prior to the public release of the final report.”

The Grand Jury recognizes and annrariates your assistance and connaration,
Sincerely,

NAME, Foreperson

San Benito County Civil Grand Jury

I have read and understand this notice.

Signed:

Date:

Printed Name:

Agency/Department:

50



Grand Juror Signature:

Grand Juror Printed Name:

tn
25



Cover Letter to Report Respondents

The San Benito County Civil Grand Jury
PO Box »6x1624

Hollister CA 95023

(300x) 30¢-2000¢

DATE
Name and Title Department Address City, State, zip

Dear NAME
RE: NAME OF THE REPORT

Enclosed please find a copy of the above report issued by the San Benito County Civil
Grand Jury, which includes issues under your jurisdiction.

933.05(f). Please note that the Penal Code specifically prohibits any disclosure of the
contents of this report by a public agency or its officers or governing body prior to its
release to the public, which will occur two (2) days after the date of this letter.

submit vour resoonses to the Presiding Judae within sixty (60) days. Governing bodies
such as the Board of Supervisors, iets-and City Councils have an additional
thirty (30) days to submit responses,

Hard copy to: The Honorable NAME Presiding SH'EQ‘F&GF—QQHF@.JUdge,_ San Benito

County Superior Court-Hal-ef Justice 450 Fourth Street—StFeet-Add,ces& -Hollister, CA

QLND7

uuuuu
Hard A~ny $A- Enranarean - Qan Ranijt~ CArimbg Civil 2rand [y -PN RAv xm__'! 624
ties LRy O Sorepareor s oS Lounty Civil =ra 0264

PN e gy
Hollister, CA 95023




Responses are public records. The clerk of the public agency affected must maintain a
COPy Of youi iesponsa. SHould you have aily Gusslions, please COMaECt me at (oo G KoK

XXxx or at the above address.

Sincerely,

Enclosures: Grang Jury Final Report Response to Grand Jury Report Form Penal
Code Sectiong 933 and 933.05 excerpts

n
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Response to Grand Jury Report Form
Report Title:

Report Date:

Response by:
Title:

Agency/Department Name:
FINDINGS:

I (we) agree with the findings numbered:

I (we) disagree wholly or partially with the findings numbered:

(Attach a statement specifying any portions of the findings that are disputed with an

oxmlamabinn Aflha v A
CAMIGH QUL Ul U Sio FOQOoULIo. g

RECOMMENDATIONS:

Recnmmendatinng numherad:

have been implemented.

(Attach a Summary describing the implemented actions.)
Recommendations numbereg:

have not yet been implemented, but will be implemented in the future.
(Attach a timeframe for the implementation.)

Recommendations numbered:

require further analysis.

Recommendations numbered:

sasill md s irmnlAarmaAntAA hanmiiam thans aro nodwuinrrantad Ar Ara nat ramcnmakla
LA 1T Bty ol Nr 'IllH'Ull.vl IR g Uuwuuv (4] lv] Lo LA S Ty AL A Sy T 14\t W AL Vr NSy 8 S Al Ll TV L W

(Attach an explanation.)



Date:

Signed:

Number of pPages attacheg:

n
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Penal Code §§933 and 933, 05 Excerpts

Following are pertinent excerpts from the California Penal Code concerning responses
to Civil Grand Jury reports:

S PR | Of mrimme e

public agency and the office of the county clerk, or the mayor when applicable, and shalj
remain on file in those offices. One copy shall be placed on file with the applicable
grand jury final report by, and in control of the currently impaneled grand jury, where it
shall be maintained for a minimum of five years.”

[Py £ . O03. 052y e e L mnila i, Py ] IR R I T [ale Lo NN mo el )
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jury finding, the responding person or entity shall indicate one of the following: (D4
The respondent agrees with the finding. (2)5- The respondent disagrees wholly or

nartialhs viith $ha findin~ in whinh ~nea tha regnonea ehall onanify tha nartinn ~F the
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oris not reasonable, with an explanation therefor.”

Section 933.05(c): “However, if a finding or recommendation of the grand jury
addresses budgetary or personnel matters of g county agency or department headed by

Falo B PO | oY T bombla fha AN e v s o e a‘a-——.-—l-n—\—ul- N | ool Ll haned Af DY T A v sk e
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the foreperson and his or her designees shall, upon reasonable notice, be available to
clarify the feCommendations of the report.”



Acknowledgment of Receipt of Final Report

ne San Benitc County Civil Crana Jury
PO Box »006¢1624
Hollister CA 95023

(3000 300¢-300x

1 e nan oS

dovm sl lams i as far g W TP | HE % T A | YT = R g T oy ek bl AL 7o PO
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San Benito County Civil Grand Jury Final Report intended for reference and retention by

oy -~
OtYtichwure.,

Printed Name:

Agency/Department Name:

Date:

To be mailed back to the Grand Jury office at the address above after complete.
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Final Report Distribution List

icially presents it to the
Presiding Judge. The Summary Finaj Report is usually published in the local press later

that weal

e County CAO (includes department heads) xx copies
* State and County Archives (via County Clerk) xx copies

¢ Board of Supervisors xx copies
* Courte (Tn CAD) vx coniag

b ™

* Two (2) cities in the County (Hollister and San Juan Bautista) 2 (Deliver or mail to
city halls or town council offices)

Current Grang Jury members (2 each) 38

Incoming Jury (new members, alternates) 29

Grand Jury official file for required retention period xx

Grand Jury extras 12/13

California Grang Jurors’ Association (Present at training) 1

Total: 160 (Print 200)

ca
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Letter Regarding Failure to Respond to Final Report

T O L PN iy i vmde s NI Dmnd Uy
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PO Box >c0e¢1624
Hollister CA 95023
(o) X00¢-2000¢

™NaATH
| .

Dear: NAME,

Your (AGENCY, DEPARTMENT, DISTRICT, POLICE DEPTS., ETC.) was issued a
copy of the Final Report of the 20xx-20xx San Benito County Civil Grand Jury.

California Penal Code Sections 933 and 933,05 set forth the requirements for

T T g | . ot ara i ;e ey

™o = aleaves bl -~ -~
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attention to this matter.

If you have any questions please call the Grand Jury office at the number listed below.
For the San Benito County Grand Jury,

NAME, Foreperson

NAME OF REPORT:
COMMENTS Date Rec Accepted
F1F2F3F4

R1R2R3 R4

Finding Key A Agree DP Disagree Partially DW Disagree Wholly X Unaddressed by
Respondent

Recommendation Key I Implemented IF Implemented in Future FA Further Analysis NI
Not Implemented X Unaddressed by Respondent
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Report Response Evaluation Form
FINDINGS

RECOMIMENDATIONS



Response Report Distribution List
Grand Jury Office 2

Grand Jury File 1

Court CAO 1

Presiding Judge 1

All County Libraries 11

Sheriff 1

Probation Department 1
Foreperson 1

County Administrative Officer 1
Board of Supervisors 5

Total: 25

NOTE: This list is provided for information only. Distribution is handled by the Court.
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Reimb ursement Report

Name:
Month/Year:

General meeting (quorum required) - $15.00 per day

Committee meeting (quorum required) - $42:5015.00 per day

Seneral-plus-commitice ﬂ%@e{-mg{%}_«%lﬁé@m%&m%—day
G@mmt-teewee{mgs-{»;&maf+:4.'«(§+4@+’4&m4?9&&;#@{#-49#@3@%4@@%9%--32«5.490—#9&-}(@9%%9@#

day-

Mileage to and from Grand Jury Committee meetings ($0.45-575 ber mile)-enter round
trip miles

Note: All committee meetings require g quorum to be qualified for per diem
reimbursement.

L p oy et e s Ty

Signature:

Date:
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Final Report Timeline (Suggested)

Dec 1- Jan 5 Conduct ongoing investigations

Jan 5- Feb 5 Writer prepares first draft of report

Feb 5- 20 Investigating committee polishes report and checks facts
Feb 20 Investigating committee reviews and approves draft

Feb 20- Mar 20 Back and forth with Editoriaj Committee

Mar 20 Submit to plenary for review and approval

Mar 25 To County Counsel for review

Apr 1 Conduct exit interviews (where appropriate)

Apr 8 Plenary approval; submit to Presiding Judge

Apr 15 Submit Final Report to printer

June 23 Send copies to affected entities with admonition that this is not yet a released

rannrt

June 25 Release Fina| Report



APPENDIX E — GRAND JURY RESOURCES

Code of Collegiality (20)0(—20xx)

San

Listen aggressively.
Speak thoughttully.

Prepare diligently.

Show up promptly.

Collaborate respectfully.

Prevail graciously.

Concede cheerfully.

Strive for Synergy and consensus.
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Benito County Sheriffg Department

2301 Technology Parkway
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Appendix F - How to Organize a Grand Jury Investigation File

When you decide that you are going to investigate something, it is best to have
everyone keep his or her own records during the investigation. At the end of the
investigation, or at the end of your term, the entire committee gets together and makes

—————

after your term ends on the Grand Jury.

The ligﬁng healow will aid vnilin r:nlln.nfing all nf the nronar dnciimants-

O

A copy of the complaint.

Copies or originals of all background documents the complainant may have
submitted.

Transcribed notes of all interviews. Just ahead of the interview notes or attached
to it, include the witness admonishment with their signature on it, as well as the
Committee Chair's signature.

If you have a business card for the people interviewed, attach to the
admonishment.

There iz no iSGuirement io REEP &Ny personal Nana written notes are asscciated
with the interview, those are considered “work product” and should be shredded.
The committee’s fina| compilation of the interviews are the official records.

Iitis best if each interview or section is marked with a tab or small sticky note to
facilitate leafing through the book.

Mark the binder front and spine with the committee name, the year of the jury,
e.g. 2019-2020.

Mark the binder front with “Destroy in June (Five (5) years from the
June end of term date), e.g. If the report was done in the 201 9-2020 jury, the
date would be June 2025.

Filg in tha apprepriate file cohinet

File all committee meeting notes in a smal| binder and note the year they are for
with the same destroy in June date noted on the front.
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Appendix G - Wrapping up the Grand Jury Year

Housekeeping at the End of the Grand Jury Term

2) Go through the drawers of each committee and determine which files are now
ready to be prepared for shredding.

3) Put all paper into boxes for shredding.

4) Remove paper clips and binder clips.

5} Tare papers out of OINdeTs.

6) If the binder is reusable, place it on the bookcase, if not, throw away

destruction.

12) Make sure that there are 5-10 copies of the San Benito County Final Report
on the bookcase.

13) Make sure that 2-3 copies of the bound Response Reports for the current
year are filed on the bookcase.

14) Destroy meeting minutes in binders that exceed the 5 year retention period.

15

investigations.

16) Make sure that the Chicago Manual of Style and the office Thesaurus come
hack from the Editarial meeting nlana.
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End of the Year TODOLIST

Investigation Files

Each Committee will:

[ = PN

Organize materiais according 1o “How io Organize a Grang Jury investigation,”

P&P Manual. p72

Use binder / file folder as appropriate, use CD for electronic fileg
Secretary will make labels, advise if You need exiras

Label with Case Number and destruction date
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Advise secretary of contents—vears—contained in each drawer
Label drawers with appropriate year Secretary

Shredding

All case files in over 5 years old
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Remove all paper clips and binder clips

Empty all binders and folders, keep if still usable

Put all papers in boxes to Shred

Foreperson wil| arrange for County to pick up files to be shredded
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Bookcase

Final Report 5—-10 copies
Responses to Final Report 2-3 copies

Al Do Sl

Chicago Manual of Style
Thesaurus and other reference information returned (see inventory list)

Policy and Procedures Manuyal to be updated and submitted to Plenary for
aoproval
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