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Question????

What is meant by Head of the District?
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Before Joining

Get information about the exact location of your
District.

Have a knowledge about the pendency of your District
through CFMS.

Get information about your Staff.

Get information about the judges posted in your
district.

If possible, have a telephonic discussion with your
predecessor.



Information from Predecessor

e General Information about judges
* |f any case of political or social importance pending in the District.
e Resources available in the District.

 Names of the staff members with their designations, nature,
descriptions (if possible), qualification and the performance about
them.

e General information about Bar and particular of any problematic
advocate.



The Major Functions of DSJ

 Judge of his Court

e Leader and Chieftain
 Administrator or Manager
e Keen Observer

e Guide and Teacher

e Counsellor and Advisor

e Reliable Support or Friend
* Inspection and Monitoring



What we expect from you!

You should be a Role Mode|



Gray Areas for a DSJ

e Fear of Failure

e Passivity

* Improper Distribution of Work and Budget
e Strained Relations with Bar

e Conflict with District Administration

e Communication Barriers

e Lack of Proper and Timely Information

e Lack of Team Work

 Unnecessary Dependence on Staff



Key to Success

e Positivity

e Alertness

e Effective Use of Resources
e Teamwork

e Efficacious Decision Making
* Proper Monitoring

* Improve Disposal

* Reporting



Major Administrative Issues

e Supervision

* Appointment

e Budgeting and Accounts
 Allocation of jurisdiction

e Staff Management

* Procurement

e Repair and Maintenance

* Development

e Criminal Justice System of District



As a Judge

e Be Punctual

* Your writing should be flawless

* Do not assign the difficult and political cases
* You should be in top three highest disposal

e Show your disposal in meeting too but never praise yourself if you are top
in disposal.

* Try to examine at least one witness per day

e Keep those cases also which may improved your disposal.
e Always read before signing

 Don't hesitate to accept your short-coming



Some Terms

e Calendaring - a generic term used to describe the recording of
appointments for any type of business.

* Docket control - a court-office-specific term that refers to entering,
organizing, and controlling all the appointments, deadlines, and due
dates of proceedings of all cases.

e Case management - a court-office-specific term, that always includes
more than just tracking dates; it should also includes things to do,
contacts, case notes, document filing, document management, and
more.



Manual Docket Control

e Calendars
e Page-a-Day diary
 Wall Calendars

e Card Systems



Docket Control System
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As a Leader and Manager

What is the difference between
Manager and Leader?



Manager v/s Leader

* Manager have authority and tries to organize
resources and coordinate the execution of tasks
necessary to reach a goal in a timely and cost
effective manner

e Leader have the ability to influence others, with
or without authority.



Manager v/s Leader

* Manager depends on authority
e Leader depends on confidence and teamwork

* Acquiring skills of management is difficult
e Acquiring skills of leadership is easy



Keen Observation

Sources of Observation
1) Watching
2) Listening
3) Smelling
4) Touching
5) Tasting




Keen Observation

We were given two ears and two eyes but
only one mouth, because listening and
watching is twice as hard as talking.



Guide and Teacher,

e Be a fatherly figure

* You must be a learner.

e Listen intently

e Let your associate evaluate himself

 Guide him in a way that he considers that he himself reach to a
conclusion

 Change the monthly meeting in an academic discussion group



Counsellor and Advisor

* The aim of counselling or advising is improvement not admonishing

e Call a person for counselling when really needed

e Don't try to do counselling with an aim to fulfill the requirement of PER.
e Put the problem before him in a very polite way

* [t is not necessary that counselling is done in your chamber

* You may show your displeasure during counselling

e Don't do it in front of others

e Write the date and time of counselling in your diary

e Use written counselling if needed



Inspection and Monitoring

*|Inspection of all courts as soon as possible
* Annual Inspection

 Monthly Inspection

* Daily checking of CFMS

* Round of Court without any routine

* Maintaining a register



Inspection

*First Inspection (Detailed)
Monthly Inspection (Cursory)
Annual Inspection (Detailed)



e Accommodation for courts and offices Furniture
* Notice Boards

* Pending file

* Diaries

 Maintenance of registers by the office

e Cause list for at least one week (a copy of one week Cause list may be
obtained to annexed with report)



Handling of Cases with Reference to Criminal Cases

e Granting remands

e Cases of under-trials in jail, if taken up expeditiously, Bail orders, if
properly passed,

e Securities, if properly accepted,

e Charges, if framed properly,

e Summoning of witnesses and service on them,
 Adjournments, if properly granted,

e Charge, if properly framed,



Handling of Cases with Reference to Criminal Cases

e Whether the preliminary proceedings were properly done by magistrate before sending
E%tfaesscesgig))ns Case to Sessions Court (Reference: Muhammad Ramzan v/s Rahim P LD
1 5

e Whether Order u/s 249-A or 265-k are properly passed,

e Whether in compromise of murder and injury cases, the proforma prescribed by
Supreme Court is prepared and available in record,

 Whether rights of minors have been properly safeguarded in compromise of murder
cases,

e Whether all the witnesses of facts and medical officer were examined in a ripe case for
final arguments or judgment,

e Whether the court has prepared a calendar of witnesses in respect of those witnesses
which prosecution intended to examine so that unnecessary witnesses mentioned in
Final Report may not be called.

e Whether proper control of exercised over the proceedings and recording of evidence,



Handling of Cases with Reference to Civil Cases

e Plaint, if properly scrutinized at the time of presentation,
e Checklist, if available in the officer for scrutiny of plaint,
e Summons and notices, if properly served,

e Issues, if properly framed,

* Adjournments, if properly granted,

 Whether issues are framed within the stipulated time,



Handling of Cases with Reference to Civil Cases

 Whether interlocutory applications are heard and disposed of according to
their order of presentation?

 Whether interlocutory applications are decided within one month or
beyond?

 Whether execution applications are pending for a longer period without
due reason?

e Whether witnesses appeared several time and returned un-examined?
 Whether delay in examination of witnesses is properly explained in diary?
 Whether depositions of witnesses are properly recorded?

 Whether irrelevant material is available in the examination of witnesses?

 Whether cases of elderly persons, widows and orphans are tried with
priority and on fast track?



Judgment and Order

e Whether it is in accordance to sections 367 and 368 of CrPC in criminal
cases and according to Section 33 and Order 20 Rule of CPC.

e Whether it has a narrative of facts of the affairs?

* Whether it has proper points for determination in criminal judgment and
appellate judgment of civil cases?

 Whether language is plain, simple, coherent, consistent and unswerving?
 Whether grammatical structure of sentences is proper?

 Whether long and twisted sentences avoided in judgments?

 Whether preciseness and brevity exist in judgments and orders?

* Whether language of two or more judgments is comparable and analogues
to establish that they are product of one and the same person



6. Pendency of the Court

. 1 Total No. of Cases pending on file of the Court on the last
Form of Inspection day of the previous Mon[h|

Total No. of Cases pending on file of the Court on the

B corresponding date of previous Year

A. General Information No. of Old Cases on the last day of the previous Month

. e (As per NJPMC)

1. Information about Presiding Officer No. of Older Cases on the last day of the previous Month
Name of the Presiding Officer (As per NJPMC)

Designation No. of Oldest Cases on the last day of the previous Month
Date of Posting in the Court (As per NJPMC)

Period of Service No. of Cases more than One Year Old but less than Older
Date of Retirement Cases on the last day of the previous Month

No. of Cases more than 6 Months and less than one Year
Old on the last day of the previous Month

2. Building Condition (Just use tick marks) No of Cases under stay by the Superior Courts

‘Whether owned by Judicial Department? i 1 9 No. of Cases on Dormant File

No. of Cases adjourned Sine die

‘Whether built under AJP?

‘Whether the Court building, Chamber,

Court Rooms and offices are neat, clean and 7. Directions of Previous Inspection
in tidy condition? 1 No. of Cases in which directions issued during previous
‘What is the present status of building? Excellent Good Satisfactory inspection

No. of Cases in which compliance of directions of
Unsatisfactory | Depilated Dangerous previous inspection is made
No. of Cases in which compliance of previous directions

Major Repair | Restoration | Rebuilt

L .
When repair work was lastly carried out? could not be made
‘What sorts of repair and maintenance No Repair Whitewash | Minor Repair
urgently needed?

8. Reasons for non-Compliance of Directions

S Cases Description Reasons for non-Compliance Remarks on Reasons
T Satislaciory ot Satlsfactory

3. Establishment
S.# Name Designation Qualification Date of Posting

Satislactory ot Satlstactory | |

Satislaciory ot Sallsfactory

Satislactory Not Satisiactary

Satlsfactory ot Satisfactary | |

4. Staff of Police Department
S.# Name Designation Rank in Police | Date of Posting TatiTartory Nt Satletactory
Court Orderly

Gunman of P.O.

Satislaciory Not Satistactory

5. Non-establishment SETRTACIOry | NOT SATSTACIOrT
Numbers of Pleaders Practicing in the Court
Numbers of Petitioner Writers (if any)
Numbers of Oath Commissioners (if any)
Numbers of Copyists (if any)

Ratlsfactory Nol Satlsfactary

Satisfaciory Nol Satlsfactory




Form of

Inspection

The inspecting Judge (District and Sessions Judge) shall himself examine the record of at least 5
pending cases and 5 disposed of cases of all categories of proceedings. He should pay special
attention to the following points while carrying out the inspection of the Court and after meeting
with the members of the Bar Association, analyzing his personal knowledge and going through
the case files, place appropriate tick mark against the corresponding cell.

9. Judicial Working and Procedure

S# Particulars Remarks

1 ‘Whether the Presiding Officer begins his work punctually
at the prescribed hours?

‘Whether Presiding Officer observes regular hours of
working?

‘Whether any complaint was received regarding
attendance and/or sitting of the Presiding Officer?

‘Whether Presiding Officer 1s properly dressed?

Presiding Officer’s conduct is satisfactory while hearing
cases?

‘Whether the Presiding Officer fixes the dates personally
in an open court?

‘Whether the Presiding Officer leaves the work of fixing
dates to the Reader (Bench Clerk)?

‘Whether the Presiding Officer arranges the daily board
properly?

‘Whether disposed of cases are timely consigned to
Record Room?

‘Whether the staff of the court remains in proper,
prescribed and clean dresses?

State of Docket

‘Whether the files of cases are properly maintained?

‘Whether the Presiding Officer physically verifies all the
pending cases with reference to the balance sheet
(EardBagaya) at the end of each month to assure that it
should tally with the figures of CFM?

‘Whether there has been reduction in the file during the
period of one year and, if not reasons for the same?

‘Whether the disposals of the Judge are adequate? (The
disposals for one year before the inspection should be
examined to form an opinion)

‘Whether there is large number of inactive cases? (1.e.
Cases in which no witness is examined as yet)

IAdditional Notes (Please use extra sheets if needed)

11.

Examination of Record in General

11.1 Common for Civil & Criminal Cases

(Select and check five to ten Case Files at random to form an opinion in respect of the following.

Use Additional Notes bellow for any other information to be communicated)

1

‘Whether diaries are legible?

YES

‘Whether diaries were propetly written containing faithful
history of the case?

‘Whether adjournments are granted on insufficient and
inadequate grounds?

‘Whether a delay in framing the charge i1s observed?

‘Whether the arguments are heard soon after the evidence
is recorded or on the next date of hearing?

‘Whether judgments are delivered within a reasonable time
after hearing final arguments?

‘Whether the priority 1s usually given to the cases pending
over a year?

‘Whether depositions of witnesses are properly recorded?
(if not attach some copies of deposition recorded by

judge)

‘Whether any unwholesome practice in the conduct of the
proceedings, such as use of cut and paste technique for
judgments or use of rubber stamps for recording pleas,
was noticed? (If yes attach copies)

‘Whether the documents admitted and exhibited in
theevidence are referred to in the body of the evidence
recorded in the case?

‘Whether papers of each case are properly arranged and
kept in separate parts of the file according to their
taxonomy?

|Additional Notes (Please use extra sheets if needed)




11.2 Criminal Cases

11.3 Civil Cases

1 | Whether warrants were promptly issued soonafter the
cases are registered?

1

‘Whether plaints of suits were properly scrutinized before
admission?

Whether documents were timely supplied to accused?

‘Whether a check-list is available in the office for scrutiny
of plaint?

‘Whether a delay in framing the charge is observed?

‘Whether procedure under Order 10 and/or Order 11 CPC
is followed?

‘Whether priority is given to the cases in whichaccused
persons are in custody?

‘Whether issues are ordinarily settled within the stipulated
time?

‘Whether the priority is usually given to the cases pending
over oneg year?

‘Whether delay is settling issues was caused on the pretext
of non-supply of draft issues?

‘Whether statement w/s 342 CrPC is properly recorded? (If
‘No® describe the lacuna in the ‘Additional Notes”
bellow)

‘Whether 1ssues are properly settled in all the cases chosen
for inspection? (If no describe the defects in additional
notes bellow and annexed a copy of such issues)

‘Whether any unwholesome practice in the conduct of the
proceedings, such as use of cut and paste technique for
judgments or use of rubber stamps for recording pleas,
was noticed? (If yes attach copies)

‘Whether it is noticed that some unnecessary issues are
also settled?

‘Whether summons to witnesses were promptly issued?

‘Whether alternate procedure of service was properly
adopted?

‘Whether bail bonds were obtained properly at the time of
furnishing sureties?
‘Whether solvency or otherwise of sureties offered by the

accused persons was properly determined?

‘Whether witnesses returned unexamined time and again
without any valid reason?

‘Whether any corrupt practice was noticed in accepting
sureties? (If yes attach copies)

‘Whether delay in examination of witnesses is properly
explained in diary?

[ ]
Whether court has prepared separate Calendar of
Witnesses in each case with the assistance of prosecution

so that unnecessary witnesses may not be called?

‘Whether the interlocutory applications are heard and
disposed of within one month of their presentation?

‘Whether preliminary proceedings were properly done by
Magistrate (in accordance with the case of Muhammad
v/s RakimP, L D 2010 SC 585) before

sending the case to Sessions Court? (For Magisterial
Court only)

‘Whether the interlocutory applications are heard and
disposed of in proper chronological order of their
presentation?

‘Whether execution applications are pending for a longer
period without due reason?

Whether compromise is properly done in compoundable
cases after fulfilling all the formalities?

‘Whether court i1s quick or rigorous in disposal of
execution applications?

‘Whether cases are kept on dormant file after fulfilling all
formalities including proceedings against absconders?

‘Whether cases of elderly persons, widows and orphans
are tried with priority and on fast track?

|JAdditional Notes (Please use extra sheets if needed)

‘Whether list of approved Mediators is available in the
court?

‘Whether any effort of Mediation or ADR reflects from the
diaries of cases?

‘Whether any case was referred by the court for
Mediation/ADR?

|JAdditional Notes (Please use extra sheets if needed)




Form of

Inspection

11.4 Judgments and Orders

1

‘Whether Judgments are in accordance to sections 367 and
368 of CrPC, in criminal cases and according to section 33
and Order 20 Rule 6 of CPC?

‘Whether the judgments have a narrative of facts of the
affairs?

‘Whether it has proper points for determination in criminal
judgment?

‘Whether all the issues are properly and separately
addressed in a civil judgment?

‘Whether brief facts, arguments of pleaders in a nutshell
and finding are generally exist in Bail Orders?

Whether the orders under scrutiny are speaking and
convincing in nature?

‘Whether language of judgments and orders appears to be
plain, simple, coherent, consistent and unswerving?

‘Whether long and twisted sentences avoided in judgments
and orders?

‘Whether preciseness and brevity exist in judgments and
orders?

‘Whether grammatical structure of sentences 1s proper?

‘Whether cases laws cited are quoted in judgments and
orders?

‘Whether case laws cited are discussed in judgments or
order before declaring them distinguishing?

Whether generally the quality of judgments and orders
may be declared as “acceptable’? (If not give reasons in
the *Additional Notes’ bellow)

Whether language of two or more judgments is
comparable and analogues to establish that they are
product of one and the same person?

|JAdditional Notes (Please use extra sheets if needed)

12,

Registers and Accounts

12.1 General Registers

T

‘Whether all the requisite registers are available? (If no
then give details of un-available registers in Additional
Notes bellow)

‘Whether all the registers are properly maintained? (If no
describe shortcoming in Additional Notes bellow)

‘Whether all the registers are bounded and in good
condition?

‘Whether all the registers are properly paginated?

‘Whether requisite certificate is available at the end of
each register?

Additional Notes (Please use extra sheets if needed)

12.2 Accounts Register/Books

1

‘Whether all the account registers are maintained
Properly?

‘Whether any discrepancies in the accounts of the Court
particularly between the Cash Book and the Treasury Pass
Book were noticed?

‘Whether any unreasonable erasures and interpolations of
corrections were noticed in the Cash Book or/and in any
Register and/or Book of Accounts?

‘Whether any fraud, misappropriation or falsification
ofaccounts was suspected in the maintenance of accounts?

‘Whether the accounts, particularly cash book werewritten
daily and placed before the Presiding Officer or DDO or
Authorized Person daily for his signature?

‘Whether the fine register is maintained in theprescribed
form and whether it was properly filed in and initialed by
the Presiding Officer?

‘Whether any receipt in the receipt book was
foundundelivered to the accused person for payment of
fine?

‘Whether the entries in receipt book tallies with the entries
in Fine Register?

‘Whether it was satisfied that the fine realized and other
remittances were remitted to the treasury without delay?

‘Whether the rent received and other amount received
deposited in the Bank regularly and without delay?

‘Whether the cash balance in the hands of the Nazir or




Form of

Inspection

senior clerk tallied with other account books? (If not, the
reasons to be mentioned in “Additional Notes’ bellow)

‘Whether any instance was noticed in which thepayment
was made to a person without taking his signature or
thumb impressions, as the case may be?

Library and Stationary

‘Whether any instance was noticed of harassment causedto
the litigants while making payments toOR receiving
paymentsfrom them?

Whether the catalogue of library books 1is
maintainedproperly?

‘Whether any complaint was received from any quarter
about the Clerk of the Court and/or the Nazir (Senior
Clerk) extracting money from litigants and/or Advocates
under one pretext or another?

Whether the library books were regularly verified bythe
library Clerk and a report to that effect was sent tothe
Presiding Officer?

Whether the library books are verified by thePresiding
Officer at any time?

|Additional Notes (Please use extra sheets if needed)

Whether the stationery articles were properly kept and
whether their account is properly maintained?

Whether service stamps account is properly maintained?

|JAdditional Notes (Please use extra sheets if needed)

Copying Section

‘Whether copying charges are properly taxed
andrecovered?

‘Whether ordinary copies were generally furnished to the
partieswithin the stipulated time or not?

‘Whether any delay was noticed in supplying urgent copy?
(If any delay is observed then the duration be mentioned
in the Additional Notes bellow)

‘Whether copies were supplied in a chronological order
of the applications made for them? (If not, then reason to
be given in ‘Additional Notes’ bellow)

Whether any certified copy was found lyingundelivered
for a long time without giving notice to the applicant for
collection of the copy?

‘Whether the monthly account of copying fee is properly
maintained?

‘Whether the copying charges are credited to the
Government regularly at the end of each month?

|Additional Notes (Please use extra sheets if needed)

Recommendations/Suggestions (Please use extra sheets if needed)




Some Important Tips

d Surprise visit of office likely on Saturday.

1 Never leave office/court before closing hours on a day preceding
vacations/holidays.

 Civil work on holidays and vacations only in real urgency.
1 Master the working of office.




Some Important Tips

 Always read before you sign.
1 Avoid public places and do not accept obligations.
1 No development fund for the Court from outsiders.

d Write few diaries in file in your own hand.




Question and Answer
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