
 
 

SCHEDULE-AT-A-GLANCE 
 

DAY ONE 

10:30 – 12:30 P.M. Registration  

12:30 – 12:45 P.M. Welcome Orientation 

1:00 – 3:00 P.M. 
Professionalism 

Justice Melissa Goodwin (3rd Court of Appeals) 

3:00 – 5:00 P.M. 
Debt Claim Cases and Receiverships 

Randy Sarosdy (TJCTC General Counsel) 

 
Master Clerk Certification Exam Review 

Bronson Tucker (TJCTC Director of Curriculum) 

 
Juvenile Alcohol and Drug Issues 

Rebecca Glisan (TJCTC Program Attorney) 

 
Fundamentals of Civil Cases: Filing Through Judgment 

Judge Vicki Gray (Navarro County) 

 

DAY TWO 

7:00 – 8:00 A.M. Breakfast 

8:00 – 10:00 A.M. 
Advanced Scenarios: Criminal Procedure Prior to Judgment 

Randy Sarosdy (TJCTC General Counsel) 

 
Putting on the Writs  

Elizabeth Chavez (JP Court Function Analyst) 

 
Clerk Certification Exam Review: Criminal  

Dolly Welch (Gregg County) 

 
Clerk Certification Exam Review: Civil  

Judge Kaye Phillips, Retired (Hale County) 

 
Fundamentals of Civil Cases: Judgment and Beyond 

Judge Vicki Gray (Navarro County) 

10:00 – 12:00 P.M. 
Advanced Scenarios: Criminal Procedure After Judgment 

Randy Sarosdy (TJCTC General Counsel) 

 
Advanced Scenarios: Civil Cases – Filing Through Judgment 

Rebecca Glisan (TJCTC Program Attorney) 

 
How to Read a Case: Advanced Legal Research 

Thea Whalen (TJCTC Executive Director) 

 
Fundamentals of Eviction Cases 

Judge David Patronella (Harris County) 



 
 

12:00 – 1:00 P.M. Lunch 

1:00 – 3:00 P.M. 
Omni & DPS Reporting 

Elizabeth Chavez (JP Court Function Analyst) 

 
Advanced Scenarios: Civil Procedure – Judgment and Beyond 

Bronson Tucker (TJCTC Director of Curriculum) 

 
Creating Resources for a More Efficient Court 

Brian Stanley (Montgomery County) & Tammy Jenkins (Chambers County) 

 
Fundamentals of Criminal Cases: Pre-Judgment Procedure 

Judge Karen Diaz (San Patricio County) 

3:00 – 5:00 P.M. 
All About Warrants – From VPTA to Capias Pro Fine 

Judge Matt Hayes (Tarrant County) 

 
Advanced Scenarios: Eviction Cases 

Judge David Patronella (Harris County) 

 
Occupational Driver Licenses 

Rebecca Glisan (TJCTC Program Attorney) 

 
Fundamentals of Criminal Cases: Post-Judgment Procedure 

Judge Karen Diaz (San Patricio County) 

 

DAY THREE 

7:00 – 8:00 A.M. Breakfast 

8:00 – 10:00 A.M. 
Records: Requests, Release & Retention 

Tammy Jenkins (Chambers County) 

 
Processing Truancy Cases 

Judge Matt Hayes (Tarrant County) 

8:00 – 12:00 P.M. 
Certified Clerk Exam: Criminal Exam  

Dolly Welch (Gregg County) 

 
Certified Clerk Exam: Civil Exam  

Judge Kaye Phillips, Retired (Hale County) 

 
Master Clerk Certification Exam  

Bronson Tucker (TJCTC Director of Curriculum) 

10:00 – 12:00 P.M. 
Indigent Parties: Strategies and Solutions 

Judge Vicki Gray (Navarro County) & Judge Karen Diaz (San Patricio County) 

 



 
 

FY18 Experienced Court Personnel  
Course Descriptions & Learning Objectives 

DAY ONE COURSES: 

 
1:00 – 3:00 PM 
 
Professionalism  
Faculty: Melissa Goodwin 
Court personnel face an array of challenging situations due to the high volume of cases involving pro se litigants 
who are not familiar with either the applicable law or procedure in justice court.  This class will assist court 
personnel in maintaining a professional demeanor at all times when dealing with ordinary citizens. 

The student will be able to: 
1. Understand the important role of court personnel in the judicial system;  
2. Distinguish between providing information and giving legal advice; 
3. Identify techniques for enhancing professionalism in all aspects of the clerk’s work for the court; 
4. Apply tools to reflect a positive image for the court even when encountering difficult people;  
5. Recognize the limits in the use of social media; 
6. Develop strategies to add value to all aspects of the office and the court; 
7. Utilize technology to locate resources to enhance professionalism of court staff. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



 
 
 

3:00 – 5:00 PM 
 
Debt Claim Cases and Receiverships  
Faculty: Randy Sarosdy 
This class will offer an update and review of recent developments in debt claim cases including default judgment 
procedures and requests for the appointment of receivers.   

The student will be able to: 
1. Identify and apply the correct procedures in debt claim cases; 
2. Follow the requirements for entry of a default judgment; 
3. Differentiate between pre- and post-judgment interest;   
4. Explain the procedures related to appointment of receivers;   
5. Utilize technology to access handbooks, statutes and rules of procedure relating to debt claim 

cases. 
 
 
Fundamentals of Civil Cases: Filing Through Judgment  
Faculty: Vicki Gray 
Need a refresher on the basic rules of civil cases?  This class will take on standard civil procedure issues from 
filing until judgment. 

The student will be able to: 
1. Describe the framework of the justice court rules of civil procedure; 
2. Identify and understand legal terminology used in this field; 
3. Identify and apply basic timing requirements; 
4. Properly issue citations, writs, and other court documents; 
5. Utilize technology to access handbooks, statutes, and rules of procedure relating to civil cases. 

 
 
Juvenile Alcohol and Drug Issues  
Faculty: Rebecca Glisan 
Alcohol and drug use by minors is an ever-increasing problem. This class will explore ways of dealing with this 
problem in cases filed in justice court. 
                The student will be able to:  

1. Properly process alcohol and drug cases involving minors; 
2. Assess the required conditions in alcohol and drug cases involving minors, including 

community service, alcohol and drug awareness courses, and driver license suspensions; 
3. Identify conditions of deferral that are effective in reducing underage use of alcohol and 

drugs; 
4. Determine how to handle a non-compliant defendant; 
5. Utilize technology to access forms, statutes, and resources. 

 
 
Master Clerk Certification Exam Review  
Faculty: Bronson Tucker 
This class will be a comprehensive general review (utilizing the study guide) of the Master Clerk Certification 
Exam. The student is required to bring the Master Clerk study guide in order to attend the review class. The 
study guide is available to download and print through the TJCTC website. 

 
 



 
 

 
 
DAY TWO COURSES: 
 
8:00 – 10:00 AM 
 
Advanced Scenarios: Criminal Procedure Prior to Judgment  
Faculty: Randy Sarosdy 
In this class, students will discuss case scenarios in criminal cases from the time a person is charged with an 
offense through judgment, including the correct procedures to follow if the person never responds to a citation.    

The student will be able to: 
1. Recognize and apply the correct procedures when a person fails to enter a plea or appear after 

being cited for an offense, including issuance of a warrant or referral to OMNI or a collection 
agency prior to judgment;  

2. Distinguish between Violate Promise to Appear and Failure to Appear; 
3. Apply the procedures when a person requests a Driving Safety Course or a deferred disposition 

and when to set a show cause hearing to determine whether the person has complied with the 
conditions of deferral;   

4. Identify cases when the court may dismiss an offense without a motion from a prosecutor and 
cases when a motion is required prior to dismissal;  

5. Utilize technology to access handbooks, statutes, and forms relating to pre-judgment procedures 
in criminal cases in justice court.  

 
 
Clerk Certification Exam Review: Civil  
Faculty: Kaye Phillips 
This class will be a comprehensive general review (utilizing the study guide) of the Clerk Certification Exam: Civil. 
The student is required to bring the civil study guide in order to attend the review class. The study guide is 
available to download and print through the TJCTC website.  
 
 
 
Clerk Certification Exam Review: Criminal  
Faculty: Dolly Welch 
This class will be a comprehensive general review (utilizing the study guide) of the Clerk Certification Exam: 
Criminal. The student is required to bring the criminal study guide in order to attend the review class. The study 
guide is available to download and print through the TJCTC website. 
 
 
 
 
 
 
 
 
 
 
 
 



 
 

 
 
 
Fundamentals of Civil Cases: Judgment and Beyond  
Faculty: Vicki Gray  
New trials, appeals, and enforcement of judgments in civil cases will be covered at a basic level in this class. 

The student will be able to: 
1. Describe the framework of the justice court rules of civil procedure; 
2. Identify and understand legal terminology used in this field; 
3. Identify and apply basic timing requirements; 
4. Properly issue writs and other court documents; 
5. Apply procedures for appeal of civil cases; 
6. Utilize technology to access handbooks, statutes, and rules of procedure relating to civil 

cases. 
 
 
 
 
 
Putting on the Writs  
Faculty: Elizabeth Chavez  
Uncertain how to handle requests for all those writs in civil cases? This class will cover the various writs available 
to parties to aid in the enforcement of civil judgments. 

The student will be able to: 
1. Distinguish among writs of execution, special writs for seizure and delivery of personal property, 

writs of garnishment, writs of sequestration, writs of attachment, and writs of certiorari; 
2. Describe how a judgment is extended, becomes dormant, and is revived, including how an 

abstract of judgment affects the life of a judgment and how it is impacted by dormancy; 
3. Utilize technology to access forms, statutes, rules, and resources. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



 
 

10:00 – 12:00 PM 
 
Advanced Scenarios: Criminal Procedure After Judgment   
Faculty: Randy Sarosdy 
In this class, students will discuss case scenarios in criminal cases after a person is convicted of an offense in 
justice court. This course will also address issues that arise when a person is placed on deferred disposition or 
an order is issued to take a driver safety course.  

The student will be able to: 
1. Distinguish between a capias, capias pro fine and order of commitment and correctly apply the 

procedures for issuing them;  
2. Understand and apply the procedures for a time payment fee and a referral to OMNI or a 

collection agency after judgment; 
3. Recognize the correct procedures to follow when a defendant is indigent or unable to pay a fine 

or court costs, including installment plans, community service, waiver of a fine and court costs, 
release from OMNI and waiver of surcharges;  

4. Utilize technology to access handbooks, statutes, and forms relating to post-judgment 
procedures in criminal cases in justice court.  

 
 
Advanced Scenarios: Civil Cases - Filing Through Judgment   
Faculty: Rebecca Glisan 
In this class, students will participate in an interactive discussion based on scenarios arising in civil cases in justice 
court from filing through judgment. 

The student will be able to: 
1. Identify procedural and ethical issues that justice courts face while processing civil cases from 

filing through judgment; 
2. Collaborate with colleagues to develop best practices in processing civil cases; 
3. Utilize technology to access forms, statutes, and resources on www.tjctc.org as well as other 

appropriate websites.  
 

 
 
Fundamentals of Eviction Cases   
Faculty: David Patronella 
From the filing of the petition to sending the appeal up to county court, this class will hit the basics of residential 
eviction cases. 

The student will be able to: 
1. Identify the timing requirements, and properly compute them utilizing Rule 510.2; 
2. Identify and define legal terminology used in this field; 
3. Describe the procedural requirements at filing, at default hearings, and at contested trials; 
4. Properly process appeals, including those by statement of inability to afford an appeal bond; 
5. Identify differences in procedures when a bond for immediate possession is filed; 
6. Ensure that citations and judgments comply with all legal requirements; 
7. Utilize technology to access handbooks, statutes, and rules of procedure relating to 

residential evictions. 
 
 
 
 

http://www.tjctc.org/


 
 

 
 
How to Read a Case: Advanced Legal Research  
Faculty: Thea Whalen 
Ever wonder how to figure out what the law is when a statute or rule is not clearly written?  This class will help 
you unravel the law by explaining how to find, read and understand cases decided by our appellate courts, 
including the Texas Supreme Court and the Texas Court of Criminal Appeals, as well as how to locate and read 
statutes, rules and Attorney General Opinions. 

The student will be able to: 
1. Break down a case into its component parts, including the facts of the case, the legal issue(s) to 

be decided and the holding;   
2. Differentiate between the holding of a case and “mere dicta;” 
3. Apply the holding of a case to specific issues that arise in justice court; 
4. Recognize the meaning of case citations and how to locate cases using the citation; 
5. Locate and apply statutes, rules and Attorney General Opinions; 
6. Utilize technology to find cases online, including the use of Westlaw to research legal issues; 
7. Investigate opportunities to develop case law resources through the use of the technology fund 

and potential judicial discounts through state agencies. 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



 
 

 
 
1:00 – 3:00 PM 
 
 
Advanced Scenarios: Civil Procedure – Judgment and Beyond  
Faculty: Bronson Tucker 
In this class, students will discuss case scenarios in civil cases from judgment forward, including appeals and 
enforcement of judgments.   

The student will be able to: 
1. Identify timeframes applicable to post-judgment motions and appeals; 
2. Recognize the methods used to extend a judgment or revive a dormant judgment; 
3. Employ the procedure for payment of a judgment when the plaintiff cannot be found or refuses 

to release a judgment; 
4. Identify methods and procedures relating to post-judgment discovery in justice courts; 
5. Utilize technology to access handbooks, statutes, and forms relating to the enforcement of civil 

judgments. 
 
 

Creating Resources for a More Efficient Court  
Faculty: Brian Stanley and Tammy Jenkins 
In this exciting and innovative course, students will select a scenario, and collaborate in small groups to create 
written court procedures to maximize efficiency in processing that type of case or filing.  This class is limited to 
40 students, so sign up fast! 

The student will be able to: 
1. Utilize resources to improve court efficiency; 
2. Implement best practices in various types of cases; 
3. Collaborate with colleagues to develop solutions to problems facing justice courts; 
4. Utilize technology to maximize utilization of court resources and personnel. 

 
 
Fundamentals of Criminal Cases: Pre-Judgment Procedure  
Faculty: Karen Diaz 
This class will cover the basic procedures in a criminal case in justice court from the time a person receives a 
citation charging them with an offense until a judgment is entered in the case, including what to do when the 
person does not respond at all to the citation.   

The student will be able to: 
1. Recognize the procedures to follow when a person fails to enter a plea or appear after being 

cited for an offense, including issuance of a warrant, referral to OMNI or collections;  
2. Distinguish between Violate Promise to Appear and Failure to Appear; 
3. Apply the correct procedures when a person requests a Driver Safety Course or a deferred 

disposition, including when to set a show cause hearing;   
4. Identify cases that the court may dismiss without a motion from a prosecutor and those that 

require a motion prior to dismissal;  
5. Utilize technology to access handbooks, statutes, and forms relating to pre-judgment 

procedures in criminal cases in justice court.  
 
 
 



 
 

 
 
Omni & DPS Reporting  
Faculty: Elizabeth Chavez 
Figuring out reporting requirements can be confusing. This class will go through the what’s, why’s, when’s, and 
how’s of OMNI and DPS reporting. 

The student will be able to: 
1. Apply the rules for when and how to report to OMNI; 
2. Identify when and how a defendant should be released from OMNI, including how indigence 

impacts the OMNI fee; 
3. Apply the rules for what offenses should be reported to DPS and when and how to make the 

report; 
4. Utilize technology to access statues, resources, and forms.  

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



 
 

 
 
 
3:00 PM – 5:00 PM 
 
 
Advanced Scenarios: Eviction Cases   
Faculty: David Patronella 
Many issues in eviction cases aren’t simple open-and-shut situations.  In this class, interactive discussion will 
help clerks address and resolve these issues, with a focus on issues that aren’t directly answered by the law. 

The student will be able to: 
1. Apply procedures for initiation of eviction cases, including service of citation, setting the hearing 

and procedures leading to judgment for possession; 
2. Differentiate among procedures for notice to vacate; 
3. Properly process cases where an immediate possession bond has been filed, including the 

timeline for issuance of a writ of possession; 
4. Describe the procedures for filing and perfecting an appeal, including those perfected by a sworn 

statement of inability to pay; 
5. Utilize technology to access handbooks, statutes, and rules of procedure relating to residential 

evictions. 
 
 
 
All About Warrants - From VPTA to Capias Pro Fine   
Faculty: Matt Hayes 
We all know that criminal defendants sometimes do not comply with court orders. This class will cover 
appropriate circumstances and procedures for FTA warrants, VPTA warrants, bench warrants, alias warrants, 
capiases, and capias pro fines.  

The student will be able to: 
1. Identify the elements of failure to appear and violation of promise to appear and where those 

statutes are located; 
2. Request a complaint for FTA or VPTA in appropriate circumstances; 
3. Distinguish between a capias, capias pro fine, and order of commitment and apply the 

procedures associated with issuing each;  
4. Determine when a court should issue a bench warrant, and alias warrant, and apply the 

procedures for issuing each; 
5. Recognize procedural and ethical issues relating to indigent defendants and warrants, capiases, 

and capias pro fines; 
6. Utilize technology to access forms, statutes, and resources. 

 
 
 
 
 
 
 
 
 
 



 
 

 
 
 
 
Fundamentals of Criminal Cases: Post-Judgment Procedure  
Faculty: Karen Diaz 
This class will cover the basic procedures in a criminal case in justice court after a conviction or order of deferral 
or order granting driver safety course.  

The student will be able to: 
1. Identify optional and required items contained in criminal judgments; 
2. Apply the procedures for enforcement of a criminal judgment, including referral to OMNI, 

referral to a collection agency, and issuance of a capias pro fine;  
3. Describe the process for appealing criminal cases from justice court, including time frames 

and other limitations on appeal; 
4. Recognize procedures for persons who are indigent or unable to pay a fine or court cost, 

including installment plans, community service, and waiver;  
5. Utilize technology to access handbooks, statutes, and forms relating to post-judgment 

procedures in criminal cases in justice court. 
 
 
 
Occupational Driver Licenses  
Faculty: Rebecca Glisan 
This class will illustrate practical applications of the ODL laws to real-life scenarios. 

The student will be able to: 
1. Differentiate between occupational licenses issued following an arrest for DWI and occupational 

licenses issued following other suspensions; 
2. Determine whether the petition has been filed in the appropriate court; 
3. Determine whether a hearing is necessary, and if so, the proper steps for setting and holding a 

hearing; 
4. Prepare an order granting or denying an occupational license; 
5. Correctly apply effective dates for certain orders granting occupational licenses; 
6. Take action to notify DPS of an order granting an occupational license; 
7. Utilize technology to locate forms available relating to ODL hearings on the Training Center’s 

website. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



 
 

 
 
DAY THREE COURSES: 
 
8:00 – 10:00 AM 
 
Processing Truancy Cases   
Faculty: Matt Hayes 
This class will walk you through the process in a truancy case from referral to enforcement of remedial orders.  

The student will be able to: 
1. Describe the referral and petition process for initiating truancy cases; 
2. Apply the correct procedures for processing a truancy case; 
3. Identify the circumstances when a writ of attachment may be issued; 
4. Properly issue orders and set hearings concerning compliance with remedial orders and orders 

directed to parents or others; 
5. Utilize technology to locate resources to assist the court in processing truancy cases.  

 
 
 
Records: Requests, Release & Retention   
Faculty: Tammy Jenkins 
Ever been stumped on what to do when someone wants access to records?  This class will answer all of your 
questions about records, from open record requests to how long records must be retained. 

The student will be able to: 
1. Identify and apply applicable laws related to requests to inspect records of a justice court; 
2. Identify and apply applicable laws related to record retention in justice court; 
3. Release records in compliance with laws, including necessary redactions; 
4. Utilize technology to access handbooks, statutes, and forms relating to justice court records. 

 
 
 
 
 
10:00 – 12:00 PM 
 
Indigent Parties: Strategies and Solutions 
Faculty: Vicki Gray and Karen Diaz 
How do you identify and process cases with indigent parties? This course will assist clerks in developing 
strategies in light of new legislative changes to address these issues and ensure access to justice for all.   

The student will be able to: 
1. Identify cases where an individual is indigent;  
2. Identify and apply appropriate statutory procedures and safeguards;  
3. Develop a framework to address cases with indigent defendants;  
4. Ensure access to justice for indigent litigants and criminal defendants;  
5. Utilize technology to access forms, statutes, and resources on www.tjctc.org as well as other 

appropriate websites.  
 
 
 

http://www.tjctc.org/


 
 

 
 
 
 
8:00 – 12:00 PM 
 
Clerk Certification Exam: Civil  
Faculty: Kaye Phillips 
Students will take the Civil Clerk Certification Exam. There will be a final review prior to the exam as well as a 
post-test review after the exam. Exams are $15 payable onsite only by check or money order.  

The student will be able to: 
1. Review and prepare for the Clerk Certification Exam; 
2. Take the Clerk Certification Exam; 
3. Attend the post-exam review of answers. 

 
 
 
Clerk Certification Exam: Criminal  
Faculty: Dolly Welch 
Students will take the Criminal Clerk Certification Exam. There will be a final review prior to the exam as well as 
a post-test review after the exam. Exams are $15 payable onsite only by check or money order. 

The student will be able to: 
1. Review and prepare for the Clerk Certification Exam; 
2. Take the Clerk Certification Exam; 
3. Attend the post-exam review of answers. 

 
 
 
Master Clerk Certification Exam  
Faculty: Bronson Tucker 
Students will take the Master Clerk Certification Exam. There will be a final review prior to the exam as well as 
a post-test review after the exam. Exams are $15 payable onsite only by check or money order. 

The student will be able to: 
1. Review and prepare for the Master Clerk Certification Exam; 
2. Take the Master Clerk Certification Exam; 
3. Attend the post-exam review of answers. 
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