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EXECUTIVE SUMMARY

The Court Reporters Board of California (Board) requested that the Department
of Consumer Affairs’ Office of Professional Examination Services (OPES) conduct
an occupational analysis (OA) of the certified shorthand reporter (CSR)
profession in California. The purpose of this OA is to define practice for CSRs in
terms of the critical tasks that CSRs must be able to perform safely and
competently at the time of licensure. The results of this OA provide a description
of practice for the CSR profession and provide the basis for developing valid
and legally defensible California Certified Shorthand Reporter Licensure
Examinations.

OPES test specialists began by researching the profession and conducting
telephone interviews with licensed CSRs working in locations throughout
California. The purpose of these interviews was to identify the tasks performed by
CSRs and to determine the knowledge required to perform those tasks safely
and competently. Using the information gathered from the research and the
interviews, OPES test specialists developed a preliminary list of tasks performed
by CSRs in their profession, and a list of statements representing the knowledge
needed to perform those tasks.

In September 2022, OPES test specialists convened a workshop to review and
refine the preliminary lists of tasks and knowledge statements describing CSR
practice in California. CSRs participated in the workshops as subject matter
experts (SMEs). The SMEs were from diverse backgrounds in the profession (e.g.,
work setting, geographic location of practice, years licensed). Later in
September 2022, OPES test specialists convened a second workshop to review
and finalize the lists of tasks and knowledge statements. The SMEs also linked
tasks with the knowledge required to perform those tasks and reviewed the
demographic questions to be used on the OA questionnaire.

After the second workshop, OPES test specialists developed a three-part OA
questionnaire to be completed by CSRs statewide. Development of the OA
questionnaire included a pilot study that was conducted with SMEs who
participated in either the interviews or the September 2022 workshops. The pilot
study partficipants’ feedback was incorporated into the final questionnaire,
which was administered from November 9, 2022-January 6, 2023.
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In the first part of the OA questionnaire, CSRs were asked to provide
demographic information related to their practice and work settings. In the
second part, CSRs were asked to rate how often they perform each task in their
current practice (Frequency) and how important the task is to effective
performance of their current practice (Importance). In the third part, CSRs were
asked to rate how important each knowledge statement is to effective
performance of their current practice (Importance).

In November 2022, OPES developed a stratified random sample of 2,044
licensees (out of 6,978 total licensees) to participate in the OA questionnaire.
The sample was stratified by years licensed and county of practice, with
oversampling of CSRs licensed 0-5 years and CSRs working in counties with
fewer than 10 licensees. The Board sent letters to the sample of 2,044 CSRs,
inviting them to complete the online questionnaire.

In December 2022, OPES developed a second sample of 1,000 licensees for a
total of 3,044 invitation letters sent. Fifty-nine invitation letters were returned. The
final number of invitation letters sent was 2,985.

A total of 373 CSRs, or approximately 12.5% of the CSRs in the two samples,
responded by accessing the OA questionnaire. The final sample included in the
data analysis was 312 (10.5%). This response rate reflects two adjustments. First,
OPES excluded data from respondents who indicated that they were not
currently licensed and working as a CSR in California. Second, OPES excluded
questionnaires containing a large portion of incomplete responses.

OPES test specialists then performed data analyses on the tasks and knowledge
statement ratings obtained from the questionnaire respondents. The task
importance and frequency ratings were combined to derive an overall
criticality index for each task. The mean importance rating was used as the
criticality index for each knowledge statement.

After the data were analyzed, OPES test specialists conducted two workshops
with SMEs, one in January and one in February 2023. The SMEs evaluated the
criticality indices and determined whether any tasks or knowledge statements
should be eliminated. The SMEs also established the final linkage between tasks
and knowledge statements, reviewed the task and knowledge statement
content areas, and defined those content areas. The SMEs then evaluated the
preliminary content area weights and determined the final weights for the three
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new examination outlines for the California Certified Shorthand Reporter
Licensure Examinations: English, Professional Practice, and Dictation.

The new examination outline for the English Examination is a single content area;
three subareas are weighted by criticality relative to the other subareas. The
new examination outlines for the Professional Practice and Dictation
Examinations are each structured into four content areas, which are weighted
relative to the other content areas. The new outlines identify the tasks and
knowledge critical to competent CSR practice in California at the time of
licensure.

The examination outlines developed as a result of this OA provide the basis for
developing the California Certified Shorthand Reporter Licensure Examinations.
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OVERVIEW OF THE EXAMINATION OUTLINE FOR CALIFORNIA CERTIFIED
SHORTHAND REPORTER LICENSURE EXAMINATION: ENGLISH

Area Subarea
Content Area Description Percent Percent
Weight  Weight
RESEARCH AND LANGUAGE SKILLS ~ This area assesses o 100
candidate’s ability to
follow current rules of
punctuation, grammar,
word usage, and
vocabulary to ensure
accuracy of the franscript.
1. Grammar 15
2. Proofreading 65
3. Vocabulary 20
TOTAL 100
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OVERVIEW OF THE EXAMINATION OUTLINE FOR THE CALIFORNIA CERTIFIED
SHORTHAND REPORTER LICENSURE EXAMINATION: PROFESSIONAL PRACTICE

Content Area

Description

Percent
Weight

1. REPORTING PROCEEDINGS

This area assesses the
candidate’s knowledge of
procedures for gathering
information using stenographic or
voice-writing equipment and
computer-aided franscription
software according to laws,
regulations, and CRB Best
Practices to create a verbatim
record.

32

2. TRANSCRIBING PROCEEDINGS

This area assesses the
candidate’s ability to prepare
and create an accurate certified
transcript from the stenographic
or voice record in a format that
conforms to laws, regulations,
and CRB Best Practices.

26

3. TRANSCRIPT MANAGEMENT

This area assesses the
candidate’s knowledge of laws,
regulations, and CRB Best
Practices pertaining to the
preparation, sale, noftification,
delivery, and maintenance of
records, franscripts, and exhibits.

25

4. ETHICS

This area assesses the
candidate’s ability to adhere to
laws, regulations, and CRB Best
Practices pertaining to
professional and ethical
conduct.

17

TOTAL

100
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OVERVIEW OF THE EXAMINATION OUTLINE FOR THE CALIFORNIA CERTIFIED
SHORTHAND REPORTER LICENSURE EXAMINATION: DICTATION

Content Area

Description

Percent
Weight

1. REPORTING PROCEEDINGS

This area assesses the
candidate’s ability to utilize
stenographic or voice-writing
equipment and computer-aided
franscription software to create a
verbatim record.

39

2. TRANSCRIBING PROCEEDINGS

This area assesses the
candidate’s ability to prepare
and create an accurate
transcript from the stenographic
or voice record formatted to
applicable standards.

13

3. RESEARCH AND LANGUAGE
SKILLS

This area assesses the
candidate’s ability to follow
current rules of punctuation,
grammar, word usage, and
vocabulary when preparing the
transcripf.

41

4. TRANSCRIPT MANAGEMENT

This area assesses the
candidate’s ability to prepare
and deliver the transcript in a
timely manner.

TOTAL

100
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CHAPTER 1 | INTRODUCTION
PURPOSE OF THE OCCUPATIONAL ANALYSIS

The Court Reporters Board of California (Board) requested that the Department
of Consumer Affairs’ Office of Professional Examination Services (OPES) conduct
an occupational analysis (OA) as part of the Board's comprehensive review of
the certified shorthand reporter (CSR) profession in California. The purpose of the
OA is to identify critical activities performed by CSRs in California. The results of
this OA provide a description of practice for the CSR profession and a basis for
developing valid and legally defensible California Certified Shorthand Reporter
Licensure Examinations.

PARTICIPATION OF SUBJECT MATTER EXPERTS

California CSRs participated as subject matter experts (SMEs) during the OA to
ensure that the description of practice directly reflects current CSR practice in
Cdalifornia. These SMEs represented the profession in terms of work setting,
geographic location of practice, and years licensed. The SMEs provided
technical expertise and information regarding different aspects of CSR practice
through interviews and workshops. During the interviews, the SMEs provided
information about the tasks involved in practice and the knowledge required to
perform those tasks safely and competently. During the workshops, the SMEs
developed and reviewed the tasks and knowledge statements describing CSR
practice, organized the tasks and knowledge statements info content areas,
evaluated the responses to the OA questionnaire, and developed the
examination outlines.

ADHERENCE TO LEGAL STANDARDS AND GUIDELINES

Licensure, certification, and registration programs in the State of California
adhere strictly to federal and state laws and regulations, and to professional
guidelines and technical standards. For the purposes of OAs, the following laws
and guidelines are authoritative:

e California Business and Professions Code (BPC) § 139.

e 29 Code of Federal Regulations Part 1607 — Uniform Guidelines on Employee
Selection Procedures (1978).
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e California Fair Employment and Housing Act, Government Code § 12944.

e Principles for the Validation and Use of Personnel Selection Procedures
(2018), Society for Industrial and Organizational Psychology (SIOP).

e Standards for Educational and Psychological Testing (2014), American
Educational Research Association, American Psychological Association, and
National Council on Measurement in Education.

For a licensure program to meet these standards, it must be solidly based upon
the job activities required for practice.

DESCRIPTION OF OCCUPATION
The CSR occupation is described as follows in BPC §§ 8017, 8017.5, and 8018:
§ 8017

The practice of shorthand reporting is defined as the making, by means of
written symbols or abbreviations in shorthand or machine shorthand writing, or
by voice writing, of a verbatim record of any oral court proceeding, deposition,
court ordered hearing or arbitration, or proceeding before any grand jury,
referee, or court commissioner and the accurate transcriptfion thereof.

§ 8017.5
For purposes of this article:

(a) “Voice writer” means a certified shorthand reporter that makes a verbatim
record or a proceeding using a closed microphone voice dictation silencer,
steno mask, or similar device using oral shorthand and voice notes.

(b) “Voice writing” means a verbatim record or a proceeding using a closed
microphone voice dictation silencer, steno mask, or similar device using oral
shorthand and voice notes made by a certified shorthand reporter.

The CSR occupation is described as follows in title 16 § 2403, of the CCR:
Title 16 of the California Code of Regulations
Division 24. Court Reporters Board of California

Article 1. General Provisions
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§2403. Scope of Practice

The accurate transcription thereof includes, but is not limited to:
(a) In superior court

(1) Taking down in shorthand all testimony, objections made, rulings of the court,
exceptions taken, arraignments, pleas, sentences, arguments of the attorneys to
the jury and statements and remarks made and oral instructions given by the
judge or other judicial official.

(2) Writing the transcript out, or the specific portions thereof as may be
requested, in plain and legible longhand, or by typewriter, or other printing
machine.

(3) Certifying that the transcripts were correctly reported and transcribed.
(4) Filing the transcripts with the clerk of the court when directed by the court.
(5) Making and preparing original tfranscription on paper.

(6) Delivering a copy of the original transcript in a computer-readable form in
standard ASCIlI code, unless otherwise agreed by the reporter and the court,
party, or other person requesting the transcript.

(7) Labeling disks of transcriptions with the case name and court number, the
dates of proceedings contained on the disk, and the page and volume
numbers of the data contained on the disk and with each disk containing the
identical volume divisions, pagination, line numbering, and text of the certified
original paper transcript or any portion thereof and sequentially numbered
within the series of disks.

(8) Retaining original stenographic notes for the statutorily-required period, or
delivery thereof to the court when required by local rule.

(b) For a deposition
(1) Administering the oath or affirmation to the deponent.
(2) Making a full or partial copy of franscription available.

(3) Notifying all parties who attended a deposition of requests for expedited
delivery made by other parties for either an original or copy of the transcript, or
any portion thereof.
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(4) Recording testimony by stenographic means and retaining stenographic
notes of depositions for statutorily mandated period of fime.

(5) Sending written notice to deponent and to all parties attending the
deposition when the original transcript of the testimony for each session of the
deposition is available for reading, correcting and signing.

(6) Indicating on the original of the transcript, if the deponent has not already
done so at the office of the shorthand reporter, any action taken by the
deponent and indicate on the original of the transcript the deponent's approval
of, or failure or refusal to approve, the transcript.

(7) Sending written nofification to the parties attending the deposition of any
changes which the deponent timely made in person.

(8) Certifying on the transcript that the deponent was duly sworn and that the
transcript or recording is a frue record of the testimony given.

(?2) Securely sealing the transcript in an envelope or package endorsed with the
title of the action and marked: “Deposition of (here insert name of deponent,”
and promptly tfransmitting it to the attorney for the party who noticed the
deposition.

(10) If the reporter still has a copy, making a transcript of a deposition testimony
available to any party requesting a copy, on payment of a reasonable charge.
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CHAPTER 2 | OCCUPATIONAL ANALYSIS QUESTIONNAIRE
SUBJECT MATTER EXPERT INTERVIEWS

The Board provided OPES with a list of CSR SMEs to contact for telephone
interviews. During the semi-structured interviews, 11 SMEs were asked to identify
the major content areas of their practice and the tasks performed in each area.
They were also asked to identify the knowledge necessary to perform each task
safely and competently.

TASKS AND KNOWLEDGE STATEMENTS

To develop a preliminary list of tasks and knowledge statements, OPES test
specialists integrated the information gathered from literature reviews of
profession-related sources (e.g., previous OA reports, articles, industry
publications, laws and regulations) and from interviews with CSRs.

In September 2022, OPES test specialists facilitated two workshops to review and
refine the tasks and knowledge statements. Nine CSRs, from diverse
backgrounds (e.g., work setting, geographic location of practice, years
licensed), served as SMEs in these workshops. During the first workshop, the SMEs
evaluated the tasks and the knowledge statements for technical accuracy,
level of specificity, and comprehensiveness. In addition, the SMEs evaluated the
organization of tasks within content areas to ensure that the content areas were
independent and non-overlapping.

During the second workshop, the SMEs finalized the tasks and the knowledge
statements and performed a linkage between them. The linkage was designed
to identify the knowledge required for performance of each task and to verify
that each statement of knowledge is important for safe and competent
practice as a CSR. Additionally, the linkage ensured that all tasks were linked to
at least one knowledge statement and that each knowledge statement was
linked to at least one task.

During this workshop, SMEs evaluated the scales that would be used for rating
tasks and knowledge statements in an online OA questionnaire that would be
sent to CSRs statewide. The SMEs also reviewed and revised the proposed
demographic questions for the online OA questionnaire.
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OPES used the final lists of tasks and knowledge statements, demographic
questions, and rating scales to develop the online OA questionnaire.

QUESTIONNAIRE DEVELOPMENT

OPES test specialists developed the online OA questionnaire designed to solicit
CSRs’ ratings of the tasks and knowledge statements. The surveyed CSRs were
instructed to rate how often they perform each task in their current practice
(Frequency) and how important each task is to the effective performance of
their current practice (Importance). In addition, they were instructed to rate
how important each item of knowledge is to the effective performance of their
current practice (Importance). The OA questionnaire also included a
demographic section to obtain relevant professional background information
about responding CSRs. The OA questionnaire is Appendix E.

PILOT STUDY

Before administering the final questionnaire, OPES conducted a pilot study of
the online questionnaire. The draft questionnaire was reviewed by the Board
and then sent to 14 SMEs who had participated in either the interviews or the
workshops. OPES received feedback on the pilot study from all 14 SMEs. The
SMEs reviewed the tasks and knowledge statements in the questionnaire for
technical accuracy and for whether they reflected CSR practice. The SMEs also
provided the estimated time for completion of the questionnaire and
information about online navigation and ease of use. OPES test specialists used
this feedback to refine the final questionnaire, which was administered from
November 9, 2022-January 6, 2023.
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CHAPTER 3 | RESPONSE RATE AND DEMOGRAPHICS
SAMPLING STRATEGY AND RESPONSE RATE

In November 2022, OPES developed a stratified random sample of 2,044
licensees (out of 6,978 total licensees) to participate in the OA questionnaire.
The sample was stratified by years licensed and county of practice, with
oversampling of CSRs licensed 0-5 years and CSRs working in counties with
fewer than 10 licensees. The Board sent notification letters to the sample of 2,044
CSRs inviting them to complete the online questionnaire.

In December 2022, OPES developed a second sample of 1,000 licensees for a
total of 3,044 notification letters sent. Fifty-nine notification letters were returned.
The final number of nofification letters sent was 2,985. The notification letters are
Appendix D.

A total of 373 CSRs, or approximately 12.5% of the CSRs in the two samples,
responded by accessing the OA questionnaire. The final sample included in the
data analysis was 312 (10.5%). This response rate reflects two adjustments. First,
OPES excluded data from respondents who indicated they were not currently
licensed and working as a CSR in California. Second, OPES excluded
questionnaires containing a large portion of incomplete responses. The final
respondent sample appears to represent the California CSR profession based on
the sample’s demographic composition.

DEMOGRAPHIC SUMMARY

Table 1 and Figure 1 show that 50.6% of respondents reported that their primary
work classification is freelance reporter; 40.7% reported being official court
reporters. Respondents were then asked about their primary work environment.

Table 2 and Figure 2 show that 41% of respondents reported that they work in
the court system, 39.4% work remotely, and 9.6% work in person.

Most respondents (53.8%) reported being licensed as a CSR in California for
more than 20 years, while 24% reported 11-20 years, 10.6% reported 6-10 years,
and 10.9% reported 0-5 years (Table 3 and Figure 3).

Respondents were asked how many hours they worked each week as a CSR.
Table 4 and Figure 4 show that 42.6% of respondents work 40 or more hours,
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followed by 22.1% reporting 30-39 hours, 18.3% reporting 20-29 hours, 9%
reporting10-19 hours, and 7.7% reporting 9 hours or fewer.

Table 5 and Figure 5 show that 45.8% of respondents spent the majority of their
time working in depositions, and 45.2% worked the majority of their fime in
superior court. When asked about types of assistance used in scoping,
proofreading, or binding, 47.1% of CSRs reported use of a proofreader, 28.2%
CSRs reported use of a scopist, and 23.4% reported use of an agency (Table 6
and Figure 6).

Table 7 and Figure 7 show that the majority of respondents (84.9%)reported that
their primary work location is urban. When asked about their highest level of
education, 57.4% of respondents reported that they attended a court reporting
school, 18.3% reported obtaining an associate degree, and 15.7% reported
obtaining a bachelor’'s degree (Table 8 and Figure 8).

Table 9 shows the types of proceedings worked in the past year. Of the
respondents, 61.9% reported family law, 50.6% reported personal injury, and
47 .8% reported civil court. Table 10 and Figure 9 show that 90.1% of CSRs
reported the California-recognized court reporting school as the eligibility
pathway to qualify for the CSR examination, while 6.7% reported having a
Registered Professional Reporter (RPR) certificate or certificate of merit.

Respondents were then asked if they had any NCRA certifications. Of those who
responded, 31.1% reported having the Registered Professional Reporter (RPR)
certificate, and 10.9% reported having the Certified Realtime Reporter (CRR)
certificate (Table 11 and Figure 10).

When asked about how many years before they plan to retire, 48.4% of
respondents reported 10 years or more, 16.7% reported 7-10 years, 12.5%
reported 4-6 years, and 11.5% reported 1-3 years (Table 12 and Figure 11).
Respondents were also asked about the time dedicated to official, freelance,
and captioner duties. The majority of respondents reported dedicating 100% of
their working time as freelance (Table 13).

Table 14 shows the geographical regions where respondents perform most of

their work. A breakdown of regional data organized by county is Appendix A.
Table 14 shows the location of respondents’ primary practice by geographical
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region. Additional demographic information from respondents is found in Tables
1-14 and Figures 1-11.
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TABLE 1 — PRIMARY WORK CLASSIFICATION

CLASSIFICATION NUMBER (N) PERCENT
Official court reporter 127 40.7
Freelance reporter 158 50.6
Captioner/CART provider 5 1.6
Other 21 6.7
Missing 1 0.3
TOTAL 312 100*

*NOTE: Percentages do not add to 100% due to rounding.

Figure T — PRIMARY WORK CLASSIFICATION

Captioner/CART Missing
provider N=1
N=5

Freelance -
reporter Official court
reporter

N =158 N = 127
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TABLE 2 — PRIMARY WORK ENVIRONMENT

WORK ENVIRONMENT NUMBER (N) PERCENT
Court system 128 41.0
Remote 123 39.4
In person 30 9.6
Other 30 9.6
Missing 1 0.3
TOTAL 312 100*

*NOTE: Percentages do not add to 100% due to rounding.

FIGURE 2 — PRIMARY WORK ENVIRONMENT

Missing
N=1

In person
N =30

Court system
N =128
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TABLE 3 — NUMBER OF YEARS LICENSED AS A CSR

YEARS NUMBER (N) PERCENT
0-5 years 34 10.9
6-10 years 33 10.6
11-20 years 75 24.0
More than 20 years 168 53.8
Missing 2 0.6
TOTAL 312 100*

*NOTE: Percentages do not add to 100% due to rounding.

FIGURE 3 — NUMBER OF YEARS LICENSED AS A CSR

Missing
N=2

0-5 years
N =34

6-10 years
N=33

More than

20 years
N =168

11-20 years
N=75
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TABLE 4 — HOURS WORKED EACH WEEK

HOURS NUMBER (N) PERCENT
0-9 hours 24 7.7
10-19 hours 28 9.0
20-29 hours 57 18.3
30-39 hours 69 22.1
40 or more hours 133 42.6
Missing 1 0.3
TOTAL 312 100

FIGURE 4 — HOURS WORKED EACH WEEK

Missing
N=1

10-19 hours
N =28

0-9 hours
N =24

40 or more hours |
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N =69
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TABLE 5 — MAJORITY OF TIME SPENT WORKING AS A CSR

VENUES NUMBER (N) PERCENT
Depositions 143 45.8
Federal Court 10 3.2
Superior Court 141 45.2
Other 17 5.4
Missing 1 0.3
TOTAL 312 100*

*NOTE: Percentages do not add to 100% due to rounding.

FIGURE 5 — MAJORITY OF TIME SPENT WORKING AS A CSR

Other Missing
N=17 N=1

Depositions
Superior Court N =143
N=141

Federal Court
N=10

15

Occupational Analysis of the CSR Profession Court Reporters Board of California



TABLE 6 — ASSISTANCE USED FOR SCOPING, PROOFREADING, OR BINDING

TYPE* NUMBER (N) PERCENT**
Scopist 88 28.2
Proofreader 147 47.1
Agency 73 23.4
Production assistant 13 4.2

*NOTE: Respondents were asked to select all that apply.
**NOTE: Percentages indicate the proportion in the sample of respondents.

FIGURE 6 — ASSISTANCE USED FOR SCOPING, PROOFREADING, OR BINDING
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TABLE 7 — LOCATION OF PRIMARY WORK SETTING

LOCATION NUMBER (N) PERCENT
Urban (more than 50,000 people) 265 84.9
Rural (fewer than 50,000 people) 43 13.8
Missing 4 1.3
TOTAL 312 100

FIGURE 7 — LOCATION OF PRIMARY WORK SETTING

Missing
N=4
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TABLE 8 — HIGHEST LEVEL OF EDUCATION ACHIEVED

LEVEL OF EDUCATION NUMBER (N) PERCENT
Court reporting school 179 57.4
Associate degree 57 18.3
Bachelor's degree 49 15.7
Master’'s degree 7 2.2
Doctorate 2 0.6
Other 18 5.8
TOTAL 312 100

FIGURE 8 — HIGHEST LEVEL OF EDUCATION ACHIEVED
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TABLE 9 — TYPES OF PROCEEDINGS WORKED IN THE PAST YEAR

TYPE OF PROCEEDING* NUMBER (N) PERCENT**
Family law 193 61.9
Personal injury 158 50.6
Civil court 149 47.8
Workers' compensation 142 45.5
Criminal court 140 44.9
Employment 138 442
Business litigation 134 42.9
Domestic dispute/violence 130 41.7
Forensic expert 130 41.7
Elder abuse/neglect 120 38.5
Real estate 107 34.3
Computer-assisted realtime 105 33.7
Landlord-tenant 105 33.7
Discrimination 104 33.3
Juvenile 103 33.0
Probate 102 32.7
Medical malpractice 100 32.1
Law and motion 97 31.1
Construction 96 30.8
Mental health 93 29.8
General malpractice 82 26.3
Witness statements 77 24.7
Competency hearings 76 24.4
Law enforcement 71 22.8

*NOTE: Respondents were asked to select all that apply.
**NOTE: Percentages indicate the proportion in the sample of respondents.
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TABLE 9 — TYPES OF PROCEEDINGS WORKED IN THE PAST YEAR, continued

TYPE OF PROCEEDING* NUMBER (N) PERCENT**
Product liability 70 22.4
Arbitration and mediation 64 20.5
Medical examinations 60 19.2
Intellectual property 59 18.9
Bankruptcy 49 15.7
Legal malpractice 43 13.8
Public and private hearings 41 13.1
Administrative 40 12.8
Environmental 40 12.8
Patents and trademarks 40 12.8
Entertainment 39 12.5
Agriculture 25 8.0
Immigration 23 7.4
Conventions and meetings 22 7.1
Maritime 19 6.1
Grand jury 17 5.4
Tax law 14 4.5
Traffic court 12 3.8
Transportation 12 3.8
Oil and gas 10 3.2
Legislative 7 2.2
Public interest 7 2.2
Broadcast captioning 6 1.9
Military 3 1.0

*NOTE: Respondents were asked to select all that apply.
**NOTE: Percentages indicate the proportion in the sample of respondents.
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TABLE 10 — ELEGIBILITY PATHWAY TO QUALIFY FOR CSR EXAMINATIONS

ELEGIBILITY PATHWAY NUMBER (N) PERCENT
12 months of full-time work experience 5 1.6
California-recognized court reporting school 281 90.1

National Court Reporters Association (NCRA)

Registered Professional Reporter (RPR) 21 6.7
certificate or certificate of merit

California State Hearing Reporters Examination 1 0.3
Reciprocity / out of state 3 1.0
Missing 1 0.3
TOTAL 312 100

FIGURE 9 — ELEGIBILITY PATHWAY TO QUALIFY FOR CSR EXAMINATIONS
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TABLE 11 — NCRA CERTIFICATIONS

CERTIFICATIONS NUMBER (N) PERCENT
Registered Skilled Reporter (RSR) 3 1.0
Registered Professional Reporter (RPR) 97 31.1
Registered Merit Reporter (RMR) 17 5.4
Registered Diplomate Reporter (RDR) 6 1.9
Certified Realtime Reporter (CRR) 34 10.9
Certified Realtime Captioner (CRC) 9 2.9
Certified Legal Video Specialist (CLVS) 0 0.0

FIGURE 10 — NCRA CERTIFICATIONS
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TABLE 12 — YEARS BEFORE RETIREMENT

YEARS BEFORE RETIREMENT NUMBER (N) PERCENT
1-3 years 36 11.5
4-6 years 39 12.5
7-10 years 52 16.7
More than 10 years 151 48.4
Other 34 10.9
TOTAL 312 100

Figure 11 — YEARS BEFORE RETIREMENT
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TABLE 13 — TIME DEDICATED TO DUTIES OF EACH WORK CLASSIFICATION

PERCENTAGE OF TIME* ** OFFICIAL FREELANCE CAPTIONER/CART
0 41 11 53
1 1 3 2
2 1 1 -
5 4 1 1
10 4 1 4
15 - 1 -
20 4 - -
25 1 - 1
30 1 1 -
40 1 1 -
50 1 2 1
60 1 1 -
70 1 1 -
75 1 1 -
80 - 4 -
85 2 - -
90 3 5 -
95 1 3 1
98 1 1 1
99 3 1 -
100 124 145 4

*NOTE: Respondents were asked to provide the percentage of time they spent carrying out
duties in each classification.
**NOTE: Data indicate the proportion of the sample of respondents who reported performing
duties within each classification.
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TABLE 14 — RESPONDENTS BY REGION

REGION NUMBER (N) PERCENT
Los Angeles County and Vicinity 107 34.3
San Francisco Bay Area 53 17.0
San Joaquin Valley 21 6.7
Sacramento Valley 22 7.1
San Diego County and Vicinity 33 10.6
Shasta-Cascade 5 1.6
Riverside and Vicinity 36 11.5
Sierra Mountain Valley 6 1.9
North Coast 11 3.5
South Coast and Central Coast 16 5.1
Missing 2 0.6
Total 312 100*

*NOTE: Percentages do not add to 100% due to rounding.

25

Occupational Analysis of the CSR Profession



This page intentionally left blank for reproduction purposes.)

26

Occupational Analysis of the CSR Profession Court Reporters Board of California



CHAPTER 4 | DATA ANALYSIS AND RESULTS

RELIABILITY OF RATINGS

OPES evaluated the tasks and knowledge statement ratings obtained from the
questionnaire respondents with a standard index of reliability, coefficient alpha
(a), which ranges from 0 to 1. Coefficient alpha is an estimate of the internal
consistency of the respondents’ ratings of the tasks and knowledge statements.
A higher coefficient value indicates more consistency between respondent
ratings. Coefficients were calculated for all respondent ratings.

Table 15 displays the reliability coefficients for the task rating scale in each
content area. The overall ratings of task frequency and task importance across
content areas were highly reliable (Frequency a = .903; Importance a = .826).
Table 16 displays the reliability coefficients for the knowledge statement rating
scale in each content area. The overall ratings of knowledge importance across
content areas were highly reliable (a = .960). These results indicate that the
responding CSRs rated the tasks and knowledge statements consistently
throughout the questionnaire.

TABLE 15 — TASK SCALE RELIABILITY

CONTENT AREA™ ASKS | FREQUENCY  IMPORTANCE
1. Reporting Proceedings 14 0.745 0.686
2. Transcribing Proceedings 6 0.852 0.731
3. Research and Language Skills 7 0.839 0.777
4. Transcript Management 9 0.605 0.692
5. Ethics 4 0.765 0.443
Overdall 40 0.903 0.826

*Note: Reliability was calculated using all tasks in the questionnaire.
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TABLE 16 - KNOWLEDGE STATEMENTS SCALE RELIABILITY

CONTENT AREA® e ?TZ%IE\II\S\)E\:V\I#EDGE IMPOR(?FANCE
1. Reporting Proceedings 22 0.854
2. Transcribing Proceedings 14 0.871
3. Research and Language Skills 11 0.919
4. Transcript Management 15 0.864
5. Ethics 10 0.895
Overall 72 0.960

*Note: Reliability was calculated using all knowledge statements in the questionnaire.

TASK CRITICALITY INDICES

To calculate the criticality indices of the tasks, OPES test specialists used the
following formula. For each respondent, OPES first multiplied the frequency
rating (Fi) and the importance rating (li) for each task. Next, OPES averaged the
multiplication products across respondents as shown below:

Task crificality index = mean [(Fi) X (li)]

The tasks were grouped by content area and sorted in descending order of their
criticality index. The tasks included in the questionnaire, along with their mean
frequency and importance ratings and their associated criticality indices are
Appendix B.

OPES test specialists convened a workshop of 7 SMEs in January 2023. The
purpose of this workshop was to identify the essential tasks and knowledge
required for safe and competent CSR practice at the time of licensure. The SMEs
reviewed the mean frequency and importance ratings for each task and its
criticality index to determine whether to establish a cutoff value below which
tasks should be eliminated. Based on their review of the relative importance of
tasks to CSR practice, the SMEs determined that no cutoff value should be set
and that all the tasks should be retained. However, SMEs determined that in task
36, the word “bills” should be changed to “invoices.” This statement, with its
original wording and the change, is highlighted in Appendix B.

28

Occupational Analysis of the CSR Profession



KNOWLEDGE STATEMENTS IMPORTANCE RATINGS

To determine the importance of each knowledge statement, the mean
importance (K Imp) rating for each knowledge statement was calculated. The
knowledge statements included in the questionnaire, sorted in descending
order by content area, and presented along with their mean importance
ratings, are Appendix C.

The SMEs who parficipated in the January 2023 workshop also reviewed the
knowledge statements mean importance ratings. After reviewing the mean
importance ratings and considering their relative importance to CSR practice,
the SMEs determined that no cutoff value should be set. However, the SMEs
determined that knowledge statement 11 should be changed from “to
stenographically or via voice notes identify multiple speakers” to “to identify
multiple speakers stenographically or via voice notes” to make the statement
clearer. This statement, with its original wording and the change, is included in
Appendix C.

TASK-KNOWLEDGE LINKAGE

The 4 SMEs who participated in the February 2023 workshop reviewed the
preliminary assignments of the tasks and knowledge statements to the content
areas determined in the January 2023 workshop. The SMEs then confirmed the
final linkage between tasks and knowledge statements.

Table 18, Table 19, and Table 20 contain the final tasks and knowledge
statements that comprise the California Certified Shorthand Reporter Licensure
Examinations’ examination outlines.
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CHAPTER 5 | EXAMINATION OUTLINE
CONTENT AREAS AND WEIGHTS

The SMEs who participated in the January and February 2023 workshops were
also asked to finalize the weights of the content areas that would form the
California Certified Shorthand Reporter Licensure Examinations’ examination
outlines. OPES test specialists presented the SMEs with preliminary weights of the
content areas, which were calculated by dividing the sum of the criticality
indices for the tasks in each content area by the overall sum of the criticality
indices for all tasks, as shown below.

Sum of Criticality Indices for Tasks in Content Area =Percent Weight of
Sum of Ciriticality Indices for All Tasks Content Area

The SMEs evaluated the preliminary content area weights in terms of how well
they reflected the relative importance of each content area to entry level CSR
practice in California. Through discussion, the SMEs determined that adjustments
to the preliminary weights were necessary to more accurately reflect the
relative importance of each area to CSR practice. The final weights for the
English Examination and the Dictation Examination were identical to the
preliminary weights. A summary of the preliminary and final content area
weights for the Professional Practice Examination is presented in Table 17.

TABLE 17 — PROFESSIONAL PRACTICE EXAMINATION CONTENT AREA WEIGHTS

PERCENT PERCENT

CONTENT AREA WEIGHTS WEIGHTS
PRELIMINARY FINAL
1. Reporting Proceedings 32.0 32.0
2. Transcribing Proceedings 25.7 26.0
3. Transcript Management 24.8 25.0
4. Ethics 17.6 17.0
TOTAL 100* 100

*NOTE: Percentages do not add to 100% due to rounding.
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The SMEs reviewed the content areas and wrote descriptions for each content
area. They organized the tasks and knowledge statements into subareas within
each content area and distributed the content area weight across the
subareas. The content areas, subareas, and associated weights were then
finalized and provide the basis for the California Certified Shorthand Reporter
Licensure Examinations’ examination outlines. The final English examination
outline is presented in Table 18. The final Professional Practice examination
outline is presented in Table 19. The final Dictation examination outline is
presented in Table 20.
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TABLE 18 — EXAMINATION OUTLINE FOR THE CALIFORNIA CERTIFIED SHORTHAND REPORTER EXAMINATION:

ENGLISH

Content Area. RESEARCH AND LANGUAGE SKILLS

This area assesses a candidate’s ability to follow current rules of punctuation, grammar, word usage, and vocabulary to

ensure accuracy of the transcripf.

Subsection Tasks

Associated Knowledge Statements

1. Grammar
(15%)

T27. Maintain English grammar knowledge
to assist in accurately capturing and
transcribing verbatim proceedings.

K41.

K42.

K43.
K45.

Knowledge of how to recognize and correct homonym-type
errors.

Knowledge of how to recognize and correct word usage
errors.

Knowledge of English language vocabulary.

Knowledge of rules of English grammar.

2. Proofreading
33 (65%)

T22.Proofread transcripts for correct

of proceedings.

punctuation according to CRB Best
Practices to ensure a verbatim record

K35.
K45.

Knowledge of rules of punctuation.
Knowledge of rules of English grammair.

T23. Proofread transcripts according to
CRB Best Practices to ensure the
absence of errors in spelling,

typography, and word usage (e.g.,

homonym-type errors).

K37.
K38.
K39.
K41.

K42.

K43.
K45.

Knowledge of legal terminology and spelling.

Knowledge of medical terminology and spelling.

Knowledge of technical terminology and spelling.
Knowledge of how to recognize and correct homonym-type
errors.

Knowledge of how to recognize and correct word usage
errors.

Knowledge of English language vocabulary.

Knowledge of rules of English grammair.

3. Vocabulary
(20%)

T26. Maintain vocabulary knowledge

accurately capturing and

transcribing verbatim proceedings.

with general terminology to assist in

K37.
K38.
K39.
K43.

Knowledge of legal terminology and spelling.
Knowledge of medical terminology and spelling.
Knowledge of technical terminology and spelling.
Knowledge of English language vocabulary.
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TABLE 192 — EXAMINATION OUTLINE FOR THE CALIFORNIA CERTIFIED SHORTHAND REPORTER EXAMINATION:

PROFESSIONAL PRACTICE

Content Area 1. REPORTING PROCEEDINGS (32%)

This area assesses the candidate’s knowledge of procedures for gathering information using stenographic or voice-writing
equipment and computer-aided transcription software according to laws, regulations, and CRB Best Practices to create

a verbatim record.

Tasks Associated Knowledge Statements
T2. Obtain information from the court K1. Knowledge of the information provided in the court calendar.
calendar or case caption from the K2. Knowledge of methods to obtain case caption information.
court website to aid in franscript

preparation.

13. Obtain all parties’ names and contact K1.
information from a variety of sources to  K2.
facilitate transcript production and K3.
distribution.

Knowledge of the information provided in the court calendar.
Knowledge of methods to obtain case caption information.
Knowledge of methods to identify parties for the record.

T4. Conftrol the proceedings according to K4.
statutes and regulations to ensure

verbatim records. K8.

K9.

K12
K13.

K17.

K18.

Knowledge of the reporter’s duties in court or deposition proceedings
according to the statutes, regulations, and CRB Best Practices.
Knowledge of CRB Best Practices for Exhibit Handling for Depositions.
Knowledge of procedures for reading stenographic or voice notes
aloud when requested in proceedings.

Knowledge that the stenographic or voice notes are the official record.
Knowledge of statutes and CRB Best Practices pertaining to when to go
on and off the record during proceedings.

Knowledge of how to assert control during proceedings to ensure
accuracy of the record.

Knowledge of when follow-up clarification is required to ensure
accuracy of the record.

T5. Administer the oath to withesses and K4.
interpreters according to statutes and
CRB Best Practices. K14.
K15.

Knowledge of the reporter’s duties in court or deposition proceedings
according to the statutes, regulations, and CRB Best Practices.
Knowledge of protocols and procedures for reporting proceedings
conducted through an interpreter.

Knowledge of CRB Best Practices for Interpreted Depositions.
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Content Area 1. REPORTING PROCEEDINGS, continued (32%)

This area assesses the candidate’s knowledge of procedures for gathering information using stenographic or voice-writing
equipment and computer-aided transcription software according to laws, regulations, and CRB Best Practices to create
a verbatim record.

Tasks Associated Knowledge Statements
T7. Use computer-aided transcription (CAT)  K5. Knowledge of the capabilities of computer-aided transcription (CAT)
software and equipment according to software and hardware, and of how to use it.
guidelines to provide realtime translation Ké. Knowledge of stenographic or voice-writing equipment operation and
and onsite and remote streaming. maintenance to facilitate verbatim reporting.
K19. Knowledge of equipment required to provide realtime translation and
onsite and remote streaming.
K21. Knowledge of CRB Best Practices for Videoconference/Remote
Reporting regarding equipment and technology.
K20. Knowledge of relevant statutes regarding the provision of realtime
translation.
T10. Report interpreted proceedings to make K14. Knowledge of protocols and procedures for reporting proceedings
an accurate transcription and comply conducted through an interpreter.
with protocols and procedures. K15. Knowledge of CRB Best Practices for Interpreted Depositions.
T11. Mark exhibits introduced for K7. Knowledge of the procedures regarding marking of exhibits to ensure
identification during proceedings and identification in the in-person and remote environment.
inclusion in the record. K8. Knowledge of CRB Best Practices for Exhibit Handling for Depositions.
T12. Flag portions of proceedings requiring K18. Knowledge of when follow-up clarification is required to ensure
further clarification. accuracy of the record.
K22. Knowledge of how to operate the stenographic or voice-writing
equipment to flag proceedings at the speed required.
T13. Cease and resume the reporting of K13. Knowledge of statutes and CRB Best Practices pertaining to when to
proceedings as required by statutes and go on and off the record during proceedings.
CRB Best Practices. K17. Knowledge of how to assert control during proceedings to ensure
accuracy of the record.
T14. Read back proceedings as requested. K?. Knowledge of procedures for reading stenographic or voice notes
aloud when requested in proceedings.
K10. Knowledge of CRB Best Practices for Reporter Conduct Read-back in

the Jury Room and protocol and methods of identifying court
testimony that may not be read back.




Content Area 2. TRANSCRIBING PROCEEDINGS (26%)
This area assesses the candidate’s ability to prepare and create an accurate certified transcript from the stenographic or
voice record in a format that conforms to laws, regulations, and CRB Best Practices.

Tasks Associated Knowledge Statements
T15. Prepare transcripts of proceedings from K24. Knowledge of the capabilities of court reporting software and how
translated stenographic notes to create to apply it to produce transcripts of proceedings.
an official record. K25. Knowledge of Minimum Transcript Format Standards requirements.
K28. Knowledge of use of caption information in transcript preparation.
T16. Create cover, appearance, index, and K23. Knowledge of the procedures for creating an exhibit index.
certificate pages according to CRB Best K26. Knowledge of tfranscript certificate page requirements.
Practices to conform to statutes. K27. Knowledge of tfranscript cover page requirements.

K29. Knowledge of methods and procedures for producing indices in a
record on appeal.
K32. Knowledge of conditions that require redaction in the transcript.

T17. Maintain current stenographic or voice- K24. Knowledge of the capabilities of court reporting software and how
writing dictionaries to facilitate transcript to apply it to produce transcripts of proceedings.
36 production. K36. Knowledge of backing up, maintenance, and archival of
stenographic dictionaries.
T19. Maintain confidentiality of transcripts in K31. Knowledge of statutes and CRB Best Practices pertaining to
accordance with statutes and CRB Best formatting and production of transcripts of confidential proceedings.

Practices. K32. Knowledge of conditions that require redaction in the transcript.




Content Area 2. TRANSCRIBING PROCEEDINGS, continued (26%)
This area assesses the candidate’s ability to prepare and create an accurate certified transcript from the stenographic or
voice record in a format that conforms to laws, regulations, and CRB Best Practices.

Tasks

Associated Knowledge Statements

T20. Ensure that transcripts meet regulatory K25.
requirements and jurisdictional rules to aid  K31.

in administration of justice.

K32.
K34.

K33.

Knowledge of Minimum Transcript Format Standards requirements.
Knowledge of statutes and CRB Best Practices pertaining to
formatting and production of transcripts of confidential
proceedings.

Knowledge of conditions that require redaction in the franscript.
Knowledge of Board-recommended formatting distinctions
between rough drafts and certified copies.

Knowledge of transcript production requirements in death penalty
cases.

T21. Research citations stated on the record K44.
using authoritative research resources to K46.
ensure that information is correct. K47.

37

Knowledge of research methods to verify citations.

Knowledge of case citation formats.

Knowledge of authoritative research resources used to proofread
franscriptfs.
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Content Area 3. TRANSCRIPT MANAGEMENT (25%)

This area assesses the candidate’s knowledge of laws, regulations, and CRB Best Practices pertaining to the preparation,
sale, notification, delivery, and maintenance of records, transcripts, and exhibits.

Tasks Associated Knowledge Statements

128. Prepare electronic files of transcripts for K52. Knowledge of methods to produce electronic files.
secure electronic delivery when K53. Knowledge of methods to protect and secure electronic
requested or required. documents.

K57. Knowledge of privacy issues related to tfranscript production.
Ké1. Knowledge of CRB Best Practices Rough Draft Transcripts and
methods to electronically produce rough draft transcripts.

T29. Affix an electronic signature to reporter’'s K52, Knowledge of methods to produce electronic files.
certificate according to court protocols K54. Knowledge of methods to electronically sign documents.
and local practices for transcripts
delivered electronically.

T30. Fulfill requests for rough draft transcripts Ké1. Knowledge of CRB Best Practices Rough Draft Transcripts and
pursuant to statutes and CRB Best methods to electronically produce rough draft tfranscripfts.
Practices. Ké62. Knowledge of methods to deliver rough draft franscripts.

T31. Notify deponent when transcripts are K58. Knowledge of codes pertaining to the reading and signing of a
ready for review and signature by transcript by the witness.
sending written notice pursuant to
statutes and applicable standards.

T132. Prepare and deliver certified transcripts K51. Knowledge of time limits required to produce and deliver finished
when requested or required by code. transcripts.

K52. Knowledge of methods to produce electronic files.

K55. Knowledge of requirements pertaining to the filing of sealed court
franscripts.

K56. Knowledge of how to copy and attach exhibits to original
transcripts and certified copies of transcripts.

K57. Knowledge of privacy issues related to transcript production.

Ké60. Knowledge of methods to deliver certified franscripfts.




Content Area 3. TRANSCRIPT MANAGEMENT, continued (25%)
This area assesses the candidate’s knowledge of laws, regulations, and CRB Best Practices pertaining to the preparation,
sale, notification, delivery, and maintenance of records, transcripts, and exhibits.

Tasks Associated Knowledge Statements
T33. Maintain custody of deposition exhibits K48. Knowledge of the procedures for handling exhibits in person and in
according to CRB Best Practices for a remote environment to ensure safekeeping and distribution.
production of franscripts and distribution K56. Knowledge of how to copy and attach exhibits to original
upon completion. transcripts and certified copies of transcripts.
T34. Retain stenographic or voice notes of K49. Knowledge of backing up, maintaining, and archiving of

proceedings fo ensure security and
accessibility according to statute.

K&0.

K53.

stenographic or voice notes.

Knowledge of statute pertaining to maintenance and disposition of
stenographic or voice notes.

Knowledge of methods to protect and secure electronic
documents.

135. Deliver stenographic or voice notes to the
court when required.

K&0.

Knowledge of statute pertaining to the maintenance and disposition
of stenographic or voice notes.

39 T36. Prepare invoices for products and
services in accordance with applicable
statutes.

K59.

Knowledge of statutes and regulations regarding the sale of CSR
products and services.




Content Area 4. ETHICS (17%)

This area assesses the candidate’s ability to adhere to laws, regulations, and CRB Best Practices pertaining to professional

and ethical conduct.
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Tasks Associated Knowledge Statements
T37. Perform the tasks required of CSRs in Ké4. Knowledge of notification requirements when a party to the
accordance with scope of practice. proceeding requests any part or form of a transcript.
Ké6. Knowledge of requirements to act impartially and remain neutral
toward all parties to a proceeding.
Ké7. Knowledge of the Professional Standards of Practice for Certified
Shorthand Reporters.
K70. Knowledge of BPC sections related to CSRs.
T38. Practice and apply impartiality and Ké3. Knowledge of statutes and regulations requiring confidentiality of
confidentiality in accordance with proceedings.
statutes and regulations. Ké5. Knowledge of requirements when a third party requests any part of a
franscript.
Ké6. Knowledge of requirements to act impartially and remain neutral
toward all parties to a proceeding.
Ké8. Knowledge of laws and regulations pertaining to disclosure of
conflicts of interest.
Ké9. Knowledge of laws and CRB Best Practices concerning off-the-
record or protected discussions.
T39. Practice and apply state and local rules Ké4. Knowledge of notification requirements when a party to the
of court and applicable statutes and CRB proceeding requests any part or form of a transcript.
Best Practices. Ké7. Knowledge of the Professional Standards of Practice for Certified
Shorthand Reporters.
K70. Knowledge of BPC sections related to CSRs.
K72. Knowledge of statute regarding court reporting firm registration and

applicable duties of the CSR related to statute.
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Content Area 4. ETHICS, continued (17%)
This area assesses the candidate’s ability to adhere to laws, regulations, and CRB Best Practices pertaining to professional
and ethical conduct.

Tasks Assessment Knowledge Statements
T40. Use backup audio media (BAM) in Ké63. Knowledge of statutes and regulations requiring confidentiality of
accordance with laws, regulations,and proceedings.
CRB Best Practices. Ké5. Knowledge of requirements when a third party requests any part of a
franscript.

Ké9. Knowledge of laws, regulations, and CRB Best Practices concerning
off-the-record or protected discussions.

K71. Knowledge of use of backup audio media (BAM) according to CRB
Best Practices.
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TABLE 20 — EXAMINATION OUTLINE FOR THE CALIFORNIA CERTIFIED SHORTHAND REPORTER EXAMINATION:
DICTATION

Content Area 1. REPORTING PROCEEDINGS
This area assesses the candidate’s ability to utilize stenographic or voice-writing equipment and computer-aided
transcription software to create a verbatim record.

Tasks Associated Knowledge Statements
T1. Set up equipment according to K5. Knowledge of the capabilities of computer-aided transcription (CAT)
guidelines to prepare for reporting in- software and hardware, and of how to use it.
person and remote proceedings. Ké. Knowledge of stenographic or voice-writing equipment operation and
maintenance to facilitate verbatim reporting.
K19. Knowledge of equipment required to provide realtime franslation and
onsite and remote streaming.
T3. Obtain all parties’ names and contact K1. Knowledge of the information provided in the court calendar.
information from a variety of sources to K3. Knowledge of methods to identify parties for the record.
facilitate franscript production and
distribution.
Té. Use stenographic or voice-writing Ké. Knowledge of stenographic or voice-writing equipment operation and
equipment with the fluency and speed maintenance to facilitate verbatim reporting.
required to capture verbatim testimony
and make an accurate transcription.
T7. Use computer-aided transcription (CAT) K5. Knowledge of the capabilities of computer-aided transcription (CAT)
software and equipment according to software and hardware, and of how to use it.
guidelines to provide realtime transiation  K19. Knowledge of equipment required to provide realtime translation and
and onsite and remote streaming. onsite and remote streaming.
T8. Use speaker identification in the transcript  K3. Knowledge of methods to identify parties for the record.
to attribute statements made on the Ké. Knowledge of stenographic or voice-writing equipment operation and
record. maintenance to facilitate verbatim reporting.
K11. Knowledge of methods to identify multiple speakers stenographically or

via voice notes to accurately attribute statements.
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Content Area 1. REPORTING PROCEEDINGS, continued

T9. Report proceedings to make an accurate K3. Knowledge of methods to identify parties for the record.
transcription and comply with protocols K11. Knowledge of methods to identify multiple speakers stenographically or
and procedures. via voice notes to accurately attribute statements.
K16. Knowledge of how to operate a stenographic or voice-writing
equipment at the speed required.

Content Area 2. TRANSCRIBING PROCEEDINGS
This area assesses the candidate’s ability to prepare and create an accurate transcript from the stenographic or voice

record formatted to applicable standards.

Tasks Associated Knowledge Statements
T18. Punctuate franscripts within Board- K30. Knowledge of basic computer operating functions and capabilities.
approved guidelines to accurately K35. Knowledge of rules of punctuation.
reflect the proceedings.
T20. Ensure that transcripts meet regulatory K25. Knowledge of Minimum Transcript Format Standards requirements.

requirements and jurisdictional rules to
aid in administration of justice.
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Content Area 3. RESEARCH AND LANGUAGE SKILLS

This area assesses the candidate’s ability to follow current rules of punctuation, grammar, word usage, and vocabulary to
prepare the transcript.

Tasks Associated Knowledge Statements

T21. Research citations stated on the record K44. Knowledge of research methods to verify citations.
using authoritative research resources to  K46. Knowledge of case citation formats.
ensure that information is correct. K47. Knowledge of authoritative research resources used to proofread

franscriptfs.

T22. Proofread transcripts for correct K35. Knowledge of rules of punctuation.
punctuation according to CRB Best K45. Knowledge of rules of English grammar.

Practices to ensure a verbatim record of
proceedings.

T23. Proofread transcripts according to CRB K41. Knowledge of how to recognize and correct homonym-type errors.
Best Practices to ensure the absence of K42. Knowledge of how to recognize and correct word usage errors.
errors in spelling, typography, and word K45. Knowledge of rules of English grammar.
usage (e.g., homonym-type errors).

T24. Research obscure or unfamiliar terms K40. Knowledge of methods to research obscure or unfamiliar terminology
mentioned during proceedings to ensure and spelling.
accuracy.

T25. Research the spelling of medical, legal, K37. Knowledge of legal terminology and spelling.
and technical terminology used during K38. Knowledge of medical terminology and spelling.
proceedings to ensure accuracy. K39. Knowledge of technical terminology and spelling.

T26. Maintain vocabulary knowledge with K37. Knowledge of legal terminology and spelling.
general tferminology to assist in K38. Knowledge of medical terminology and spelling.
accurately capturing and franscribing K39. Knowledge of technical terminology and spelling.
verbatim proceedings.

T27. Maintain English grammar knowledge to  K42. Knowledge of how to recognize and correct word usage errors.
assist in accurately capturing and K45. Knowledge of rules of English grammar.

transcribing verbatim proceedings.
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Content Area 4. TRANSCRIPT MANAGEMENT
This area assesses the candidate’s ability to prepare and deliver the transcript in a timely manner.

Tasks Associated Knowledge Statements
T28. Prepare electronic files of franscripts for K52. Knowledge of methods to produce electronic files.
secure electronic delivery when requested K53. Knowledge of methods to protect and secure electronic
or required. documents.

K57. Knowledge of privacy issues related to transcript production.
Ké60. Knowledge of methods to deliver certified franscripfs.
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CHAPTER 6 | CONCLUSIONS

The OA of the CSR profession described in this report provides a comprehensive
description of current CSR practice in California. The procedures employed to
perform the OA were based on a content validation strategy to ensure that the
results accurately represent CSR practice. Results of this OA provide information
regarding current practice that can be used to develop valid and legally
defensible California Certified Shorthand Reporter Licensure Examinations.

Use of the California Certified Shorthand Reporter Licensure Examinations’
examination outlines contained in this report ensures that the Board is compliant
with BPC § 139.

This report provides all documentation necessary to verify that the analysis has
been completed in accordance with legal, professional, and technical
standards.
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APPENDIX A | RESPONDENTS BY REGION
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LOS ANGELES COUNTY AND VICINITY

County of Practice Frequency
Los Angeles 83
Orange 24
TOTAL 107

NORTH COAST

County of Practice Frequency
Del Norte 2
Humboldt 1
Mendocino 4
Sonoma 4
TOTAL 11

RIVERSIDE AND VICINITY

County of Practice Frequency
Riverside 16

San Bernardino 20
TOTAL 36

SACRAMENTO VALLEY

County of Practice Frequency
Butte 3
Sacramento 16
Yolo 2
Yuba 1
TOTAL 22

Occupational Analysis of the CSR Profession



SAN DIEGO COUNTY AND VICINITY

County of Practice Frequency
Imperial 1
San Diego 32
TOTAL 33

SAN FRANCISCO BAY AREA

County of Practice Frequency
Alameda 7
Contra Costa 6
Marin 1
Napa 4
San Francisco 14
San Mateo 3
Santa Clara 12
Santa Cruz 3
Solano 3
TOTAL 53

SAN JOAQUIN VALLEY

County of Practice Frequency
Fresno 5
Kern 4
Merced 1
San Joaquin 5
Stanislaus 5
Tulare 1
TOTAL 21
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SHASTA-CASCADE

County of Practice

Frequency

Lassen
Plumas
Shasta
Siskiyou

TOTAL

SIERRA MOUNTAIN VALLEY

County of Practice

Frequency

Calaveras
El Dorado
Nevada
Placer
Tuolumne

1

TOTAL

2
1
1
1
6

SOUTH COAST AND CENTRAL COAST

County of Practice Frequency
San Luis Obispo 3
Santa Barbara 3
Ventura 10
TOTAL 16

Occupational Analysis of the CSR Profession
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APPENDIX B | CRITICALITY INDICES FOR ALL TASKS BY CONTENT AREA
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Content Area 1. REPORTING PROCEEDINGS

Tasks

Frequency

Importance

Criticality

T8.

Use speaker identification in the transcript
to attribute statements made on the
record.

4.88

4.91

23.99

T9.

Report proceedings to make an accurate
transcription and comply with protocols
and procedures.

4.84

4.92

23.93

Té.

Use stenographic or voice-writing
equipment with the fluency and speed
required to capture verbatim testimony
and make an accurate transcription.

4.63

4.73

22.99

T1.

Set up equipment according to guidelines
to prepare for reporting in-person and
remote proceedings.

4.30

4.56

20.63

T3.

Obtain all parties’ names and contact
information from a variety of sources to
facilitate transcript production and
distribution.

4.23

4.41

19.59

T10. Report interpreted proceedings to make

an accurate transcription and comply with
protocols and procedures.

3.91

4.62

18.98

T4.

Control the proceedings according to
statutes and regulations to ensure verbatim
records.

3.98

4.53

18.95

T17.

Use computer-aided transcription (CAT)
software and equipment according to
guidelines to provide realtime translation
and onsite and remote streaming.

3.83

3.89

17.62

T14. Read back proceedings as requested.

3.46

4.51

16.1

T2.

Obtain information from the court calendar
or case caption from the court website to
aid in tfranscript preparation.

3.32

3.40

14.4

T13. Cease and resume the reporting of

proceedings as required by statutes and
CRB Best Practices.

3.14

3.63

14.2
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Tasks Frequency Importance Ciriticality
T5. Administer the oath to witnesses and 2.56 2.91 12.06
interpreters according to statutes and CRB
Best Practices.
T12. Flag portions of proceedings requiring 2.72 3.38 11.21
further clarification.
T11. Mark exhibits infroduced for identification 2.24 2.73 10.24
during proceedings and inclusion in the
record.
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Content Area 2. TRANSCRIBING PROCEEDINGS

Tasks Frequency Importance Ciriticality

T15. Prepare transcripts of proceedings from 4.65 4.88 22.97
translated stenographic notes to
create an official record.

T16. Create cover, appearance, index, and 4.71 4.78 22.68
certificate pages according to CRB
Best Practices to conform to statutes.

T18. Punctuate transcripts within Board- 4.74 4.66 22.43
approved guidelines to accurately
reflect the proceedings.

T17. Maintain current stenographic or voice 4.63 4.58 21.52
writing dictionaries to facilitate
transcript production.

T20. Ensure that tfranscripts meet regulatory 4.48 4.62 21.41
requirements and jurisdictional rules to
aid in administration of justice.

T19. Maintain confidentiality of franscripts in 4.30 4.75 20.85
accordance with statutes and CRB Best
Practices.
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Content Area 3. RESEARCH AND LANGUAGE SKILLS*

Tasks Frequency Importance Ciriticality

T23. Proofread transcripts according to CRB 4.72 4.77 22.66
Best Practices to ensure the absence
of errors in spelling, typography, and
word usage (e.g., homonym-type
errors).

T22. Proofread transcripts for correct 4.70 4.74 22.46
punctuation according to CRB Best
Practices to ensure a verbatim record
of proceedings.

T25. Research the spelling of medical, legal, 4.22 4.60 19.68
and technical terminology used during
proceedings to ensure accuracy.

T27. Maintain English grammar knowledge 4.26 4.39 19.22
to assist in accurately capturing and
transcribing verbatim proceedings.

T24. Research obscure or unfamiliar terms 4.17 4.53 19.15
mentioned during proceedings to
ensure accuracy.

T26. Maintain vocabulary knowledge with 4.24 4.35 18.91
general terminology to assist in
accurately capturing and transcribing
verbatim proceedings.

T21. Research citations stated on the record 3.12 3.91 13.47
using authoritative research resources
to ensure that information is correct.

*Text in blue was changed from “ensure verbatim records” to “ensure a verbatim
record” during workshop.
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Content Area 4. TRANSCRIPT MANAGEMENT*

Tasks

Frequency

Importance Ciriticality

T34.

Retain stenographic or voice notes of
proceedings to ensure security and
accessibility according to statute.

4.60

4.58

21.69

T28.

Prepare electronic files of transcripts for
secure electronic delivery when
requested or required.

4.36

4.39

20.11

T32.

Prepare and deliver certified transcripts
when requested or required by code.

3.47

3.83

16.52

T29.

Affix an electronic signature to
reporter’s certificate according to
court protocols and local practices for
transcripts delivered electronically.

3.51

3.93

15.82

136.

Prepare bills for products and services
in accordance with applicable
statutes.

3.10

3.43

13.8

T30.

Fulfill requests for rough draft tfranscripts
pursuant to statutes and CRB Best
Practices.

2.63

3.38

10.68

T35.

Deliver stenographic notes to the court
when required.

1.95

2.72

8.65

T33.

Maintain custody of deposition exhibits
according to CRB Best Practices for
production of franscripts and
distribution upon completion.

1.65

2.25

7.59

T31.

Notify deponent when transcripts are
ready for review and signature by
sending written notice pursuant to
statutes and applicable standards.

0.84

1.45

3.85

*Text in blue was changed from “invoices” to “bills” during workshop.
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Content Area 5. ETHICS*

Tasks Frequency Importance Ciriticality
T38. Practice and apply impartiality and 4.69 4.79 22.67
confidentiality in accordance with
statutes and regulations.
T37. Perform the tasks required of CSRs in 4.70 4.75 22.58
accordance with scope of practice.
T39. Practice and apply state and locall 4.38 4.49 20.82
rules of court and applicable statutes
and CRB Best Practices.
T40. Use backup audio media (BAM) in 4.25 4.02 18.03

accordance with laws, regulatfions,

and CRB Best Practices.

*Text in blue was added in workshop.
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APPENDIX C | KNOWLEDGE IMPORTANCE RATINGS BY CONTENT
AREA
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Content Area 1. REPORTING PROCEEDINGS*

Knowledge Statements Importance

Ké. Knowledge of stenographic or voice-writing equipment operation 3.78
and maintenance to facilitate verbatim reporting.

K16. Knowledge of how to operate stenographic or voice-writing 3.74
equipment at the speed required.

K11. Knowledge of methods to stenographically or via voice notes 3.73
identify multiple speakers to accurately attribute statements.

K5. Knowledge of the capabilities of computer-aided transcription 3.66
(CAT) software and hardware, and of how to use it.

K12. Knowledge that the stenographic or voice notes are the official 3.63
record.

K4. Knowledge of the reporter’s duties in court or deposition 3.55
proceedings according to the statutes, regulations, and CRB Best
Practices.

K18. Knowledge of when follow-up clarification is required to ensure 3.55
accuracy of the record.

K3. Knowledge of methods to identify parties for the record. 3.55

K17. Knowledge of how to assert control during proceedings to ensure 3.54
accuracy of the record.

K13. Knowledge of statutes and CRB Best Practices pertaining to when 3.47
to go on and off the record during proceedings.

K14. Knowledge of protocols and procedures for reporting proceedings 3.47
conducted through an interpreter.

K?. Knowledge of procedures for reading stenographic or voice notes 3.46
aloud when requested in proceedings.

K22. Knowledge of how to operate the stenographic or voice-writing 2.94
equipment to flag proceedings at the speed required.

K2. Knowledge of methods to obtain case caption information. 2.88

K19. Knowledge of equipment required to provide realtime translation 2.83
and onsite and remote streaming.

K21. Knowledge of CRB Best Practices for Videoconferences and 2.33
Remote Reporting regarding equipment and technology.

K20. Knowledge of relevant statutes regarding the provision of realtime 2.32
translation.

K10. Knowledge of CRB Best Practices for Reporter Conduct Read-back 2.16

in the Jury Room and protocol and methods of identifying court
testimony that may not be read back.
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Content Area 1. REPORTING PROCEEDINGS, continued*

Knowledge Statements Importance
K7. Knowledge of the procedures regarding marking of exhibits to 2.13
ensure identification in the in-person and remote environment.
K15. Knowledge of CRB Best Practices for Interpreted Depositions. 2.13
K8. Knowledge of CRB Best Practices for Exhibit Handling for 1.85
Depositions.
K1. Knowledge of the information provided in the court calendar. 1.83

*NOTE: Wording in blue was changed from "“to stenographically or via voice notes identify
multiple speakers” to “to identify multiple speakers stenographically or via voice notes” during
workshop to make the statement clearer.

Content Area 2. TRANSCRIBING PROCEEDINGS

Knowledge Statements Importance
K24. Knowledge of the capabilities of court reporting software and 3.58
how to apply it to produce transcripts of proceedings.
K36. Knowledge of backing up, maintenance, and archival of 3.57
stenographic dictionaries.
K35. Knowledge of rules of punctuation. 3.55
K30. Knowledge of basic computer operating functions and 3.52
capabilities.
K26. Knowledge of transcript certificate page requirements. 3.48
K27. Knowledge of transcript cover page requirements. 3.44
K25. Knowledge of Minimum Transcript Format Standards 3.42
requirements.
K31. Knowledge of statutes and CRB Best Practices pertaining to 3.33

formatting and production of transcripts of confidential
proceedings.

K28. Knowledge of use of caption information in franscript 3.20
preparation.

K23. Knowledge of the procedures for creating an exhibit index. 3.18

K32. Knowledge of conditions that require redaction in the 2.92
transcripf.

K34. Knowledge of Board-recommended formatting distinctions 2.89
between rough drafts and certified copies.

K29. Knowledge of methods and procedures for producing indices 2.24
in arecord on appeal.

K33. Knowledge of transcript production requirements in death 1.80

penalty cases.
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Content Area 3. RESEARCH AND LANGUAGE SKILLS

Knowledge Statements Importance
K41. Knowledge of how to recognize and correct homonym-type 3.55
errors.
K40. Knowledge of methods to research obscure or unfamiliar 3.50
terminology and spelling.
K45. Knowledge of rules of English grammar. 3.49
K42. Knowledge of how to recognize and correct word usage 3.48
errors.
K37. Knowledge of legal terminology and spelling. 3.39
K38. Knowledge of medical terminology and spelling. 3.27
K39. Knowledge of technical terminology and spelling. 3.24
K44. Knowledge of research methods to verify citations. 3.03
K47. Knowledge of authoritative research resources used to 2.94
proofread transcripts.
K46. Knowledge of case citation formats. 2.85
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Content Area 4. TRANSCRIPT MANAGEMENT*

Knowledge Statements Importance

K49. Knowledge of backing up, maintenance, and archival of 3.58
stenographic or voice notes.

K51. Knowledge of time limits required to produce and deliver 3.47
finished franscripts.

K50. Knowledge of statute pertaining to maintenance and 3.30
disposition of stenographic or voice notes.

K52. Knowledge of methods to produce electronic files. 3.24

K53. Knowledge of methods to protect and secure electronic 3.03
documents.

K57. Knowledge of privacy issues related to franscript production. 2.89

K54. Knowledge of methods to electronically sign documents. 2.70

Ké1. Knowledge of CRB Best Practices Rough Draft Transcripts and 2.65
methods to electronically produce rough draft tfranscripts.

K60. Knowledge of methods to deliver certified transcripts. 2.62

Ké62. Knowledge of methods to deliver rough draft transcripfs. 2.57

K55. Knowledge of requirements pertaining to the filing of sealed 2.41
court transcripts.

K59. Knowledge of statutes and regulations regarding the sale of 2.28
CSR products and services.

K48. Knowledge of the procedures for handling exhibits in-person 1.95
and in a remote environment to ensure safekeeping and
distribution.

K58. Knowledge of codes pertaining to the reading and signing of a 1.82
transcript by the witness.

K56. Knowledge of how to copy and attach exhibits to original 1.32

transcripts and certified copies of franscripfts.

*Note: Wording in blue was changed from "maintaining, and archiving" to
"maintenance, and archival" during workshop.
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Content Area 5. ETHICS*

Knowledge Statements Impoer’ronc

Ké6. Knowledge of requirements to act impartially and remain 3.66
neutral toward all parties to a proceeding.

Ké67. Knowledge of the Professional Standards of Practice for 3.50
Certified Shorthand Reporters.

Ké9. Knowledge of laws, regulations, and CRB Best Practices 3.22
concerning off-the-record or protected discussions.

Ké63. Knowledge of statutes and regulations requiring 3.21
confidentiality of proceedings.

K70. Knowledge of BPC sections related to CSRs. 3.20

Ké8. Knowledge of laws and regulations pertaining to disclosure 3.20
of conflicts of interest.

K71. Knowledge of use of backup audio media (BAM) according 3.09
to CRB Best Practices.

Ké4. Knowledge of notification requirements when a party to the 2.82
proceeding requests any part or form of a transcript.

Ké5. Knowledge of requirements when a third party requests any 2.78
part of a transcript.

K72. Knowledge of statute regarding court reporting firm 1.82

registration and applicable duties of the CSR related to the
statute.

*Text in blue was added in workshop.
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APPENDIX D | LETTERS TO PRACTITIONERS
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MNovember 9, 2022

FirstName LastName
Street Address
City, STATE ZipCode

Dear Licensee:

The Court Reporters Board (CREB) is currently conducting an occupational analysis of the certified
shorthand reporter (C5SR) profession in California. An occupational analysis is a comprehensive
study of the profession and uses a survey questionnaire to determine the important tasks necessary
for CSEs as well as the knowledge required to perform those tasks.

You have been randomly selected to complete our occupational analysis survey. The CRB
understands that your time is valuable, and your input is greatly appreciated in this vital process.

The occupational analysis survey is available online at
hitps:/fwww surveymonkey. com/r/CSE202204,

For your convenience, you do not have to complete the survey in a single session. You can resume
where you stopped as long as you reopen the survey from the same computer and use the same
browser. Before you exit, complete the page that you are on. The program will save responses only
on completed pages. The weblink is available 24 hours a day, 7 days a week.

Your responses will be kept confidential. They will not be tied to your license or personal
information. Individual responses will be combined with responses of other CSRs, and only group
data will be analyzed.

Results of the occupational analysis will provide the CRB with information regarding the skills and
knowledge of CSRs. We will use this information to ensure that the CSR examinations reflect current
practice. Additionally, the competencies identified during the study will provide the basis for
development of CSR license examinations in the future.

The survey is available until December 7, 2022 Thank you in advance for sharing your valuable
expernience with the CRB.

Sincerely,

.J.”_/;{f&}-ﬂu«'" ’g\/ “ _-?_éf?(-:.cef*ff
£

W

YWONNE K. FENNER
Executive Officer
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December 7, 2022

FirstName LastName
Street Address
City, STATE ZipCode

Dear Licensee:

The Court Reporters Board (CRB) is currently conducting an occupational analysis of the cerified
shorthand reporter (CSR) profession in California. An occupational analysis is a comprehensive
study of the profession and uses a survey guestionnaire to determine the important tasks necessary
for C5Rs as well as the knowledge required to perform those tasks.

You have been randomly selected to complete our occupational analysis survey. The CRB
understands that your time is valuable, and your input is greatly appreciated in this vital process.

The occupational analysis survey is available online at
https//www.surveymonkey.com/r/CSR20220A

For your convenience, you do not have to complete the survey in a single session. You can resume
where you stopped as long as you reopen the survey from the same computer and use the same
browser. Before you exit, complete the page that you are on. The program will save responses only
on completed pages. The weblink is available 24 hours a day, 7 days a week.

Your responses will be kept confidential. They will not be tied to your license or personal information.
Individual responses will be combined with responses of other CSRs, and only group data will be
analyzed.

Results of the occupational analysis will provide the CRB with information regarding the skills and
knowledge of CSRs. We will use this information to ensure that the CSR examinations reflect current
practice. Additionally, the competencies identified during the study will provide the basis for
development of CSR license examinations in the future.

The survey is available until January 6, 2023. Thank you in advance for sharing your valuable
experience with the CRB.

Sincerely,

a1 Lo
«j{#mam' )‘t ~-ﬁ/)¢-s.ﬁ.efe£~
U

YVONNE K. FENNER
Executive Officer
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APPENDIX E | QUESTIONNAIRE
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Certified Shorthand Reporter OA Survey

Message from the Court Reporters Board of California

Dear Licensed Certified Shorthand Reporter:

Thank you for apening this online survey. You have been selected to participate in an occupational analysis
of the certified shorthand reporter (CSR) profession by the Court Reporters Board (CRB). CRB is collecting
information on the tasks currently performed by CSAs in California, the importance of the tasks, and the
knowledge needed to perform the tasks safely and effectively. We will use this infarmation to ensure that
the CSR examinations reflect current practice in Califarnia.

We worked with a group of CSRs to develop a survey to capture this infarmation. The survey should take
less than an hour to complete.

For your convenience, you do not have to complete the survey in a single session. You can resume where
you stopped as long as you reopen the survey from the same computer and use the same browser. Befare
you exit, complete the page that you are on. The program will save responses only on completed pages. The

weblnk is availlable 24 hours a day. 7 days a week.

Your responses will be kept confidential. They will not be tied to license or personal information. Individual
responses will be combined with responses from other CSRs, and anly group data will be analyzed.

If you have questions or need assistance with the survey, please contact Maria Avalos with the Office of
Professional Examination Services at maria.avalos@dca.ca.gov.

To begin the survey, click "Next”. Please submit your completed survey by January 6, 2023
We appreciate your time!
Thank you!

Court Reporters Board




Certified Shorthand Reporter OA Survey

B

Part | - Personal Data

Complete this survey only if you are currently licensed and have worked as a CSR in California
within the last 12 months.

The Board recognizes that every certified shorthand reporter may not perform all of the tasks and use all the
knowledge contained in this survey. However, your participation is essential to the success of this study.

The information you provide here is voluntary and confidential. It will be treated as personal information
supject to the Information Practices Act (Civil Code section 1798 et seq.) and will be used only for the
purpose of analyzing the data from this survey.

* 1. Are you currently employed as a CSR in California?

() Yes
) Mo

L

2. Are you interested in participating in exam development

workshops in the future? If yes, please also provide your name

and emall address Iin questions #3 and #4.
.\ Vel
.:'_:: Na

3. What i1s your name? (Only share this information if you
would like to participate in exam development workshops, your
responses to the survey will not be associated with your

name.)




4. What is your email address? (Only share this information if
you would like to participate in exam development workshops,
your responses to the survey will not be associated with your
emall address.)




Certified Shorthand Reporter OA Survey 2022

Part | - Personal Data

lon?

5. How would you de¢ your primary work classifice

{7} Dificial court reparter
L

{7y Freelance reporter

{77 CaplionerfCART provider

[_'_\’: Other (please spacify)

6. How would you describe your primary work environment?

7 Court system
J

(") Remate

7 In-parson
-

(77 Other (please spacly)

7. How many years have you worked as a CSR in California?

{ ) 0tasyears
{ ) 6tolDysars
) 11 to 20 years

“ Mare than 20 years




8. On average, how many hours per week do you spend
reporting and producing transcripts?
C|C|m9huurs
Cj 10 to 19 haurs
(J 20 to 29 hours
™y 30 to 39 hours

A
o
.\‘J 40 ar more hours

9. In which of the following venues do you spend the majority
of your time working as a CSR?

(_j Depositions
() Federal Court
—

(j Superior Court

(_'_j Other (please specify)

10. Do you use persons to assist you in scoping, proofreading
or binding?

OYE!.

DNG

11. If yes, Indicate what type of services you use. (Check all
that apply.)

D Soapist
D Froafreader
D Agency

D Praduction assistant

12. What is the location of your primary work setting?

I'-«._,.—’I Urban [mare than 50,000 paople)

() Rural (fewer than 50,000 people)




13. What is the highest level of education you have achieved?

.:j Court reparting schaoal
.:’_j Assaciate's degree
(:j Bachelar's degres

j Masters degres

.i; j Doctorate

() Other (please specify)

14. Over the past year, which of the following types of
proceedings have you worked on? (Check all that apply.)

I:l Administrative law

D Agriculture

D Arbitration and madiation
D Bankruptcy

D Broadcast captioning
|:| Business litigation

|:| Civil court

D Competency hearings

D Computer-assisted realtime
D Construction law

D Canventions and meetings
|:| Criminal court

D Discrimination

D Damestic disputeiviclence
D Elder abusefneglect

D Emplayment law

D Entertainment

I:l Environmental

D Family law




D Farensic expert

D General malpractice

D Grand jury
I:l Imrmigration

|:| Intellectual property

D Juwernile




|:| Landlord-tenant
D Law and moticn

D Law enforcement

I:I Legal malpractice

D Lagislative
D Maritime

D Medical examinations
D Medical malpractice

D Mental health

|:| Military law
D Qil and gas

D Patents and trademarks

D Persanal injury

D Probate

D Product liability

D Public and private hearings

D Public interast

D Real estate
D Tax law
D Tralfic court

|:| Transportation law
D Witniess statements

D Waorkers' compensatian




15. What eligibility pathway did you complete to qualify to take
the California CSR examinations?

O 12 months of full-time work experience

.:'_j California-recognized court regorting schoal

D Hational Court Reporters Association (NCRA) Registered Professional Reporter {RPR) Certificate or Certilicata of Marit
._’:j California State Hearing Reporters Examination

O Reciprocity [ out of state

16. Do you have any of the following NCRA certifications?
|:| RSR Registerad Skilled Reporter
D APR Registered Professional Reportar
I:l RMR Registerad Merit Reporter
D RDR Registered Diplamate Reporter
D CRR Certifiad Realtime Reporter
|:| CRC Certified Realtime Captioner

|:| CLYS Certified Legal Video Specialist

17. Within how many years are you planning to retire or stop
working as a CSR?

.D 1-3 years

(_'J A-F yaars

(j 7-10 years

Omermyears

r:j Other (please spacify)
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Part | - Personal Data

18. What percentage of your work time is dedicated to

performing the duties for the following work classifications?

Official court reparter

Freslance reparter

Captioner/CART provider
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19. In what California county do you perform most of

work?
” 7 Alameda
) Alpine

{ } Amador
() Butte

() Calaveras

{ ) Colusa

Y Contra Costa
.:'“: D=l Norta

{ } El Dorado

{ ) Fresnag

'.. ") Glenn

{7} Humbaldt
7y Imparial

{ ) Inya

{ ) Kam

[_I 1 Kings

{ ) Lake

{77 Lassen

{77} Los Angeles

) Madera

Marin

Ty Mariposa
) Mendocing
Y Marced

) Modoc

Mano

™y Manteray
) Napa
™y Nevada

" Orange

Placer

) Plumas
7y Riverside
] | Sacramento
| San Benito
" San Bernarding
" | San Diego
" San Francisco
" San Joaquin

( _‘:. San Luis Obispa

{ ) San Mateo
£} Santa Barbara
) Santa Clara
[ ) Santa Cruz
(77} Shasta
() sierra
7} Sigkiyou
{ ) Solang
{ ] Sonoma

| Stanislaus
) Sutter

" Tehama

{7y Trinity
() Tulare
—

i) Tutlumne
) Ventura
7 Yolo

{7} Yuba
)
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Part Il - Task Ratings

INSTRUCTIONS FOR RATING TASK STATEMENTS

This part of the survey contains 40 task staterments. Please rate each task as it relates to your current job as
a CSR.

Rate the tasks based on how often you perform the task (Frequency) and how important the task is for
effective perfarmance of your current job (Importance).

The boxes for rating the Frequency and Impaortance of each task have drop-down lists. Click on the "down"
arrow in each box to see the rating options, and then select the value that applies to your current job. Your
frequency and importance ratings should be separate and independent ratings. The ratings that you assign
on one rating scale should not influence the ratings that you assign on the other rating scale.

If the task is not part of your current job, rate the task "0" (zero) frequency and "0" (zero) importance. Use
the following scales to rate each task statement.

FREQUENCY SCALE

HOW OFTEN do you perform this task in your current job? Consider all of the tasks you have performed over
the past year and make your judgment relative to all other tasks you perform.

DOES NOT APPLY. | do not perfaorm this task in my current job.

RARELY. | perform this task the least often in my current job relative to other tasks | perform.

SELDOM. | perfarm this task less often than most other tasks | perform in my current job.

REGULARLY. | perform this task as often as other tasks | perform in my current job.

OFTEN. I perform this task more often than mast other tasks | perform in my current job.

VERY OFTEM. This task is aone of the tasks | perform most often in my current job relative to other tasks |
perfarm.

(N R ™

IMPORTANCE RATING

HOW IMPORTANT are these tasks in the performance of your current job?

NOT IMPORTANT, DOES NOT APPLY TO MY JOB. | do not perform this task in my current job.

OF MINOR IMPORTANCE. This task is of minor importance for effective performance in my current job.
FAIRLY IMPORTANT. This task is fairly important for effective performance in my current job.
MODERATELY IMPORTANT. This task is moderately important for effective performance in my current job.
VERY IMPORTANT. This task is very important for effective perfoermance in my current job.

CRITICALLY IMPORTANT. This task is extremely important for effective performance in my current job.

(N R N ™

12



1orthand Reporter OA Survey

Part Il - Task Ratings

1. Reporting Proceedings
20. Please rate the following tasks based on how often you

pe

effective performance of your current job (

and how important the task Is

rform the task (Frequency)

n ~ b ~ |
mpoartance).
Fraguency Impartance
T1 Set up aquipment accarding to
guidelines to prapare for reparting in-
persan and remote proceedings

E L

T2 Obtain information from the court
calendar or case caphion from the court
website to aid in transchpt preparation

aqr

T3. Obtain all parties’ names and contact
infarmation from a variety of sources ta
facilitate transcnipt production and
distribution

T4, Contral the proceedings according ta
statutes and requlabions to ensure

ar

|4 | (dp

a“

verbatim records

T5. Administer the oath Lo witnesses and
interpreters accarding to statutes and

.

_il'

CRE Besl Practices

TE. Use stenographic or vaice wriling
equipment with the fluency and spead
raguired to capture verbatim testimany

hld

¥

and make an accurate transcription
T7. Use computer-aided transcription
(CAT) software and equipmant according
to guidehnes to provide realtime

ik

translation and onsite and remate
streaming
TH. Use speaker identification in the

transcript to attribute staterments madea
an the recard :

ar

T9. Report proceedings to make an .
accurate transcription and camply with
protocols and procedures.

AR

T10. Report interpreted proceedings to
make an accurate transcnplion and

|4r

T11. Mark exhibits for identification
introducad during proceedings and
inclusion in the réecord

Ll

A

Ak

T12. Flag partions of proc
raquiring further clarific

T13. Cease and resume the reporting of

A

proceedings as required by statutes and
CRB Best Practices ;

T14. Read back praceedings as
raqueasted

ill

b

a

13
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Part Il - Task Ratings

2. Transcribing Proceedings

21. Please rate the following tasks based on how often you

tant the task is for

perform the task (Freguenc

and how Img

yrmance of your current job (Importance).

Fregquency mpariance
¥ Irmpart

T15. Prepare
transcripts of
proceadings fram
translated

e
4

Slendgrapdiel nales LG
create an olicial
recard
TI6. Create Cover
Bppearsnce, index
and certificale pages I .

w

acoarding Lo CRE Best v |
Prsctices 1o confarm
Ly SLELuTes
T17. Maintain current
stenographic o voice
2 X a a
wriling dictionaries [o - -

facilitale transcript
o

i
T18. Punciuale

ranscrapls w
Board-approved

I L
4

guidedines 1o
accuralely reflect the
procesadings
T13. Maintain
confidentiality of
transcripls in

ap
4

accordance with
siatules and CRE Best
Praclices

T20. Ensure that
Lrangcriphs meet
régulatary
reéquirernents and
jurisdictional nules
aid in adrinistration

afl jus
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Part Il - Task Ratings

3. Research and Language Skills

15



22. Please rate the following tasks based on how often you

perform the task (Frequency) and how impartant the task is for

effective performance of your current job (Importance).

Frequency Impartance
T21. Research
citations stated on
the recard using
authoritative research
FESOUNCES L0 @ASUNE
that infonmation is
conect.

T2, Praofread
Wanscripts for cormect
punctuation
according 1o CAB

Best Practices Lo L 1 bl
engure verbatim
recards of
proceedings
T23. Praolread
transcripls acoording
o CRE Begt Practces
10 ensure the
ebaence of erars in
spelling, typography.
and word usege (&g,
hamanyrm-lype
Brrars]

T24. Research
abscure ar wifamiliar
e mentioned
durifig proceedings Lo
SNSUNe ACCUracy.

T25%. Research the
spelling af madical,
legal, and technical
LErminalogy used L el
during proceedings 1o
BNSUNe acouracy.
T26. Maintsin
wocabulary
trwledge with
general terminalogy
3 assist in .!I:Curd[Eh' L J J
capluring and
[I'Bl"ﬁ.l:l"ihil"lg werbatim
proceedings
T27. Maintein Enghish
grarmimar knowledge
Lo assist in accurately

Ak
Ak
(Al

ap
¥

LIb
L

i
Ak
el

L]
Ak

- F
caplusing and bl b
trarseribing verbatim
procesdings.

16
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Part Il - Task Ratings

4. Transcript Management
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23. Please rate the following tasks based on how often you
perform the task (Frequency) and how important the task is for

effective performance of your current job (Importance).

FrEquency Impartance
T2B. Prepare
electronic files of
UrEnSCripts for secure
electranic deliveny
whisn requested or
required.

T20. AfTix an
electronic Signature W
reporter's cerificate
according Lo court
pratocals and lacal ]
practices far
transcripts deliverad
electromcally
T30, Fulfdl requests
for rough draft
Lranscripls pursuant
Lo statutes and CRE
Best Practices,
T3L. Maotify deparent
witen Iranscripls are
ready for review and
signature by sending

wiillen notice i -
pursuant to Statubes
and applicable
standards.

TA2. Prepare and
deliver certified
Uranscripls when
reguested ar required
by code .

Ak
"

am
Ak
e

‘ h.
1

ap

L]
Ak
el

T33. Maintain custody
of deposition exhibits
according Lo CRE Best
Practices fiar
production af
transeripts and
distribution upan
cormpletion

T34 Aetain
stenographic or wHoe
motes of procesdings R
1 eNSUrE Secudity and L | L "J
accessibility according

Lo sEatute.

TA5. Deliver
stenggraphic notes to
Uh Cowt whaen
required.

1
bl
4

Lol

4k
4k

T35 Prepare bls Tar
products and services
it secordance with
epplicable slatules

a4k
4k

18
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5. Ethlcs

T37. Performm the
tasks reguired of
C5Rs in accordance
with Scape of

practicg

T3B. Practice

apply impartiality and
confidentiality in
accardance with

statules and
regulations

T39. Practice and
apply state and local
rules of caurt and
applicable statutes
and CRAB Best
Praclices
TAQ. e backup
audio rmedia {BAM} in
atcordance with laws
end CAB Best
Practices

form the task (Frequency)

he following tas

Frequency

4k

4k

ap

L]

and how important the task is for

verformance of your current job (Importance)

Impanance

on how often you

Ak
=ty

19
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Part Ill - Knowledge Ratings

INSTRUCTIONS FOR RATING KNOWLEDGE STATEMENTS

This part of the survey contains 79 knowledge statements. Please rate each of the knowledge statements
based on how impaortant the knowledge is to effective performance in your current job. If a knowledge
statement is NOT part of your current job, then rate it 0" (zero) for importance

Select a rating based on your current job
IMPORTANCE RATING

HOW IMPORTANT is this knowledge in the effective performance of your current job? Use the following scale
to make your ratings.

0 - DOES NOT APPLY TO MY JOB, NOT REQUIRED. This knowledge is not required to perform my current job
1- 0OF MINOR IMPORTANCE. This knowledge is of minor importance for effective performance of my current
job.

2 - FAIRLY IMPORTANT. This knowledge is fairly important for effective performance of my current job.

3 - MODERATELY IMPORTANT. This knowledge is moderately important for effective performance of my
current job

4 - VERY IMPORTANT . This knowledge is very important for effective performance of my current job.

5 - CRITICALLY IMPORTANT. This knowledge is essential for effective performance of my current job

20



Part lll - Knowledge Ratings

1. Reporting Proceedings

tasks In your current job?

Kl kKnowledge of the infarmation provided in the
Court Calendar

2. knowledoge o thaods to oblain Case Caplion

infarmatian

3. knowledge of methods b iden
recard

Iy parties far the

k4. knowledge of the reparters dulies in Court of
depisilion procesdings according Lo the Statutas,
regulations, and CRE Best Practices

5. knowledge of the capabilities of compulE-aided
transcreption [CAT) sofltware and hardware, and of
Faw Lo LS it

KE. Knowledge of Slenographic maching ar vaice
wriling eguipment aperation and mantenance to

facilitate warhatim reparting

K7 knowledge of the procedures regarding marking
al exhibits 1o erSure identification in the in-person
and rermaole envirnment

KA. knowledge of CRB Best Practices for Exhibel
y Depasitians

Hamdling

k9. knowledge of procedures for réading
stenographic of voice notes aloud when requested
in proceedings

K10, Enowledge of CRE Best Practices for Reporter

Conduct Read-back in the jJury Room and protocal
wthads af identilying courl testinmany that

gy not be read back

ana

K11. Enowledge of methods 1o Stendagraphically or

portant is this knowledge for e

Do

nat
Epply 1o
iy jol

Nl OF randg
required impartance Fairy irmportant

i

. F o
L
I
o
- — —

fective performance o

Maderalehy
mporiant

==%

Very Critically
irmpartant imprtant

. F o
-
) |
A T
i [ ]
1 |
- .
I, 1

21



wig wiCe notes identily multiple speakess o
acourately attribute statements.

K12. Knowledge that the stenagraphic or voice
fates are the afficial recard.

¥13. Enowledge of statutes and CRB Bast Practices
pertaining o when L go an and off the recod

during procesdings.

K14 Enowledge of protocols and procedures fiar
reparting proceedings conducted thraough an
interpreter.

K15. Knowledge of CRE Best Practices for
Interpreted Depositions.

K16 Knowledge of how Lo operale a stenographic or
VICE Wrling equipment 8l the speed regquinesd

K17. Knowledge of how o sstent control during
proceedings o enture accursey of the record.

K18 Knowledge of when Tallow-up clarification is
réquired Lo eénsure accuracy of the redard

K19, Enowledge of equipment required Lo prvide
realtime trarslation and ensite and rermole
SEFRAming.

K20 Knowledge of relevant Slatules regarding the
prowision of realtime translation

K21 Enowledge of CRE Best Practices fr
Videoconlerences and Remole Repoming regarding

equipment and technology.

K22, Enowledge of how o operale the stenographic
ar voice wriling equipment Lo flag proceedings at
the speed reguired

L

7y
1Y

Q

-

I\._J

L

22
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2. Transcribing Proceedings
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26.

How important is this knowledge for effective performance of

tasks in your current job?

123 Enowledge of the proceduras for creating an
exhibil indes.

K24. Knowledge of the capabilities of court repoing
saftware and how ta apply it 1o produce renscripls
of proceedings

K25 Enpwledge of Winirmuwm Transcript Farrmat
Standards requirements,

K26 Enowledge of ranscripl certificale page
réquirements

127, Knowledge of ranscripl cover page
requirements

128 Enowledge of use of caption informatian in
transcripl préparation

K29. Enowledge of methods and procedures for
producing indices in & recard on appeal

K30 Knowledge of basic compuler aperating

functiond and capabaities.

K31, Enowledge of statules and CRB Best Practices
pertaining to farmatting and production of
transcripts of confidential proceedings

K32, Enowledge of conditions thal require redaction
in the trandsripl

¥33. Enowledge of transcript production
requirements in death penalty cases.

K34 Knowledge of Board-recommended lormatting
distinctions between rough drafs and certified

Copies.
K35, Enowledge of rules of punctuatian.

K36, Knowledge of backing up, meintenance, and
archival af stensgraphic dictionaries

Dies
fat
apply 10
frry jioh

Nat OF roingr Maoderatehy

Very

Critically

required importance Fairly important important irmportant impartant

) a o~ B
& @ CJ @
™y e % P
L ¥ R s

T
A
(3
L
e
O
%

T Yy T ™
L (L {
" il T
4 '-_J' Q
£y By 2
R W L ot
y e %
L 'i-_,* . 'i-_;
\ Fn -
y .
I o %
= —
8 @ (J .
i 3 8 Ty
! 'x P 'x_,.-'

T Yy r ™
L L ) L
¢ ) e P
".3' 'C \ L
™y Yy P Fa
s W S W

£
-

O

&

£y
L
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3. Research and Language Skills

r.

[

How impaortant is this knowl

tasks In your current job?

K37, Entwlédge of legal tarmandlady and Spseling

K38 Knowledge of medical termandogy and
spelling

K39, Enowledge of technical terminalogy and
spelling

ka0 Engwledge of methods 10 redeanch obaoung of
unlamiliar weminalogy and spelling

K41 Enowledge of how Lo recognize and cormect
hamanym-lype errans

K42 Enowledge of how Lo récognize and Sormedt
wiord usage errars

K43 Entwledge of English language wacabulary

kdd Knowledge of research methods o werify
Cilaldns

K43, Enowledge of rules of English gramimar
k&6 Knpwledge of case Glation formals

K47, Knowledge of authoitative research resources
used o proalread ranscripls

~Ane
caye

Dires
fAal
apply 1o
rry jolx

Mot
—
\.
0
e

0OF manar
required impartance Fairly imparant

L
L
I

Maoderatety
MpOLEn

WVery

important impartant

or effective performance of

Critically

25
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4. Transcript Management
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28.
How important is this knowledge for effective performance of
tasks in your current job?

Dipes
nat
Apply Lo
iy joly
Mot OF rvinar Moderately  Very Critically
required impartance Fairly important important important important
K48 Knowledge of the procedures for handing - = .
. - - i Y i "y
exhibits in-person and in a rermabe environment (o i k- D L) f___} r
ensure safekeeping and distribution.

K49 Enowledge of backing up, maintenance, and o~ - ~ ) -\ )
archival of stenographic or vaice notes, ot bt W L L i
¥50. Enowledge of statute pertaining o
g ¥, - & et P P oy
maintenance and disposition of SLEnographic or [ {7 i ) £ O
WOECE NOLES.
K51 Enowledge of time limits regquired 1o produce Y ! ~ = — P
and deliver linished transcripts. et gy WA o ot L
K52, Enowledge of methads 1o produce electrnic — . ~ ~ )
files. L b d L - A
¥53. Enowledge of methads 1o protect and secure ) {--, ~ o~ ~ -)
electranic docurnents o - et L R (_
K54, KEnowledge of methods to electronically Sign Pt o 7 £ P
dacuments. S, S -, b ':,-
K53 Enowledge of requirements perlaining ta the ."_‘. —~ — ~ ~ Y
filishg af sealed court Lranscripls. et P s Wt o
K56, Enowledge of haw 1o copy and attach exhibits
. 5 2 = s . P - -
: original Lranscripts and certified copias af 'L_-:' l':_ﬁ;- O 'd {_J (_j
ANSCripls.
K57 Knowledge of privacy issues related to ey e —~ o o -
transcript production p s L o L, )
¥58. Enowledge of codes pertaining to the reading — ~ — —
{ ) y
and signing of & trarsoripl by the witness A W - At b C
¥59. Enowledge of statules and regulations - —~ o . i ~
e )
regarding the cale of CSR products and Services ot et L e e
K&l Enowledge of methads b deliver cetilied Y Yy i - Y .]
Lranscripls. e S - o o, (‘
Kol Enowledge of CRE Best Practicet Raugh Draft - i .
Transcripts and methods 1o electronically produce "‘__:u |’q" ) ) ) ]
rough dralt Lrarsoripts
K62, Enowledge of methads to deliver rough draft Y o~ — — — -
transcripls. L, - w L E_, B

27
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5. Ethics

How important is this knowledge for effective performance of

‘51N your current job?

D

fal
Bpxply 1
Ty ity

Hal O riardr Moderalely  Very Critically
required impartance Fairly important important imporant impoartant

K63, Enowledge of statutes and regulations - -

I |
requiring confidentiality of proceedings e e s o L
K6d. Knowledge of notification requiremeants when a
party Lo the proceeding réguasts any par o forrm af { ) -: j [ |_:
& Lranscripl
K65 Enowledge of requirements when a third party — -, - -, -, -
) 1 i | |

réquests any part of & transcript ips s ot - o

K66, Knowledge of requirements 1o sCt impanially

and rernain neutral oward all parties wa z ': } L '_: ) ) B, )

proceeding

K&67. KEnowledge of the Pralessional Standacds of P e 7 .

Practice for Certilied Shosthand Reporters e Bt Tt = e St

Kol Enowledge of laws and regulations pertaining — -, - ~ -, —
i 1 1

to disdosune of conflicts al interest

K69, Enowledge of laws and CRB Best Practices - -

\ { [
concerming afl-the-record or pratected discussions ot e e i
K70, Enowledge of Business and Pralfessions ¢ ode o - 3 ] ~ -
] [} [} L i I
sections related to CSRsS e ot e ot
K71 Enowledge of use of backup sudio media ; e y Yy el
&) i LoJ I

(BAM) according to CAB Best Practices

K72, Enowledge of stalule reg
firrn registration and sl icabde
refated to the statule

court reporting .
af ol the CSR ] £ L
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Thank you!

Thank you for taking the time to complete this survey! The Court Reporters Board values your contribution
to this study
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