
Miami-Dade County 
Office of the Inspector General 

Exhibit 1 
Eleventh Judicial Circuit of Florida, Administrative Office of the Courts, 

Employee Handbook 
(29 pages) 

IG11-31 





,, 
~ 

.:' .,i~ 
::-;;,' 
,'J 

IJ 
~ ,., 

/i:: 

WELCOME 

We are glad you are now a member of the State of Florida 
Eleventh Judicial Circuit team. You are part of Florida's Judicial 
Branch whose mission is to protect rights and liberties, uphold and 
interpret the law, and provide the peaceful resolution of disputes. 

The Eleventh Judicial Circuit of Florida is the largest of the twenty 
circuits in the State Courts System. We are all dedicated and 
committed to serving the citizens of Miami-Dade County. Our 
community relies on us to provide fair, effective, and responsive 
access to the judicial system and as public servants our goal is to 
help meet people's needs and exceed their expectations. 

We want you to enjoy your work here and know that you are now 
part of a distinguished, friendly, and service-<;>riented organization. 
We have many people ready to help you make it a fulfilling and 
successful career experience. 

Sincerely, 

~ 
Joseph P. Farina 
Chief Judge 

~ 
Ruben 0. Carrerou 
Court Administrator 
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GENERAL POLICIES AND 
INFORMATION 

About the Eleventh Judicial Circuit 

The State of Florida is divided into 20 judicial circuits, or areas 
of jurisdiction, which encompass the circuit and county courts of 
the Florida State Courts System. The Eleventh Judicial Circuit 
of Florida, serving Miami-Dade County, is the largest in the state 
and the fourth largest trial court system in the nation. The Chief 
Judge of the Eleventh Judicial Circuit provides direct judicial 
administration for the circuit and county courts. The Court 
Administrator manages the Administrative Office of the Courts 
("AOC"). The primary purpose of the AOC is to provide 
support to the judiciary and maintain the efficient operations of 
the courts. 

i•l The Eleventh Judicial Circuit has multiple courthouses which 
house circuit and county court judges, the AOC, the Clerk's 
Office, and other court-related personnel. To provide the public 
with greater access to the courts, county court judges also 
preside in full-service branch (or district) courts throughout 

il Miami-Dade County. 

The employees of the Eleventh Judicial Circuit are exempt from 
the State of Florida Career Service System under Chapter llO, 
Florida Statutes. All employees of the Eleventh Judicial Circuit 
are at-will employees and serve at the pleasure of the appointing 
authority and do not attain tenure rights. 
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Purpose of the Policies and Procedures 
Handbook 

This Policies and Procedures Handbook ("Handbook") has been 
prepared to provide all employees of the Eleventh Judicial 
Circuit with a summary of certain personnel policies and 
procedures applicable to all employees - regardless of the source 
of the funds or budget. This Handbook has also been prepared to 
complement the specific policies. and procedures for state and 
county funded employees working with and for the Eleventh 
Judicial Circuit. This Handbook is intended to be an integral 
part of the uniform and comprehensive system of personnel 
administration with the Eleventh Judicial Circuit. Questions 
about the Handbook and the policies and procedures contained 
herein should be directed to the AOC Human Resources 
Division. If any employee believes there is a conflict between 
this Handbook and any other policies, manuals, or procedures 
applicable to the employee, then the employee must bring that 
belief to the attention of his/her supervisor and the AOC Human 
Resources Division innnediately. 

This Handbook applies to all employees of the Eleventh Judicial 
Circuit, including but not limited to general magistrates, special 
masters, hearings officers, staff attorneys, mediators, court 
administrators, personnel under their supervision and contract 
workers, other personal services (OPS) personnel, and volunteers 
- regardless of the source of the funds or budget. 

This Handbook recognizes that judges are elected or appointed 
officials and not generally considered to be employees of the 
Eleventh Judicial Circuit; however, the Chief Judge for the 
purposes of consistency and effective administration will apply 
this Handbook to the judges' personal staff to the extent not 
inconsistent with or contrary to other constitutional 
requirements, statutes, court rules, and decisional law. 
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Americans With Disabilities Act (ADA) Policy 

The Eleventh Judicial Circuit is connnitted to providing equal 
opportunity in employment to all qualified individuals, 
specifically including, for example, qualified individuals with 
disabilities. The Eleventh Judicial Circuit employs, advances in 
employment and otherwise treats qualified individuals without 
regard to disability in aJl employment practices including the 
following: employment, promotion, demotion or transfer, 
recruitment, advertising, layoffs or terminations, rates of pay or 
other forms of compensation and benefits, and selection for 
training. 

The Eleventh Judicial Circuit will attempt to reasonably 
accommodate disabled employees and job applicants to permit 
them to perform the essentiaJ functions of their jobs in a safe and 
efficient manner. The Eleventh Judicial Circuit will afford 
reasonable accommodation to qualified applicants and 
employees with a known disability provided that the 
accommodation does not cause undue hardship to the Eleventh 
Judicial Circuit or, irrespective of the accommodation, that such 
individuaJs do not pose a direct threat to the heaJth and safety of 
themselves or others. 

Applicants and employees with disabilities may inform the AOC 
Human Resources Division of the disability and may suggest, on 
a confidential basis, how the Eleventh Judicial Circuit may 
reasonably accommodate them. The Eleventh Judicial Circuit 
may require medical confirmation either from the employee's 
healthcare provider or one chosen by the Eleventh Judicial 
Circuit in evaluating the employee's condition, applicable work 
limitations, and potential accommodations as a part of this 
process. All such information will be disclosed only to 
individuals with a need to know as permitted. by law and will 
otherwise be kept confidential. 

Employees with life-threatening illnesses, such as cancer, heart 
disease, and HIV -disease, often wish to continue their normal 
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pursuits - including work - to the extent allowed by the 
condition. The Eleventh Judicial Circuit supports this, but 
employees must meet applicable job performance standards. As 
with other disabilities, the Eleventh Judicial Circuit will make 
reasonable accommodations, will keep medical information 
confidential, and will ·treat employees with a disability in a 
manner consistent with its treatment of others. Employees are 
expected· to cooperate with disabled colleagues and should be 
aware that employees with such life-threatening illnesses do not 
necessarily pose a threat to their co-employees or those with 
whom they interact in ordinary workplace contact. Employees 
with questions or concerns about safety or life-threatening 
illnesses are encouraged to contact the AOC Human Resources 
Division for more information. 

Equal Employment Opportunity (EEO) Policy 

The Eleventh Judicial Circuit is an equal opportunity employer. 
In all aspects of employment, the Eleventh Judicial Circuit 
recruits, hires, trains, pays, and promotes regardless of race, 
color, gender, religion, age, national origin, family 
responsibilities, marital status, sexual orientation, matriculation, 
political affiliation, disability, or any other protected criteria or 
condition. Our objective is to hire and promote individuals best 
qualified and/or trainable for the position, by virtue of job
related standards of education, training, experience, and personal 
qualifications. 

In addition, we do not tolerate unlawful harassment on the basis 
of race, color, gender, religion, age, national origin, sexual 
orientation, or any of the other criteria protected by Jaw, and 
strictly follow the anti-harassment policy described in this 
Handbook. 
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Anti-Harassment Policy 

Harassment is any verbal or physical conduct that denigrates or 
shows hostility toward an individual on the basis of his/her race, 
color, religion, gender, age, national origin, ancestry, sexual 
orientation, handicap, disability, marital, parental, veteran status 
or any other criteria protected by law, and that creates an 
intimidating, hostile, or offensive working environment. 
Harassment may include, but is not limited to epithets, slurs, 
jokes, or other verbal or physical conduct relating to an 
individual's race, color, religion, gender, age, national origin, 
ancestry, sexual orientation, handicap, disability, marital, 
parental, veteran status or any other criteria protected by law. 
Sexual harassment may consist of unwelcome sexual advances, 
requests for sexual favors, and other verbal or physical conduct 
of a sexual nature that creates an offensive or hostile work 
atmosphere. 

Behavior of this nature is unprofessional and may distract 
employees from performing job functions. Therefore, any form 
of unlawful harassment, including, for example, unwelcome 
sexual advances, requests for sexual favors, or verbal or physical 
conduct that has sexual connotations will not be tolerated. Such 
behaviors by vendors and other non-employees who have reason 
to visit the Eleventh Judicial Circuit or who otherwise deal with 
our employees also will not be tolerated. 

Any employee who believes that he/she is being sexually 
harassed, or harassed on the basis of race, color, religion, gender, 
age, national origin, ancestry, sexual orientation, handicap, 
disability, marital, parental, veteran status or any other criteria 
protected by Jaw should promptly take steps to report this 
harassment pursuant to this policy so we may investigate and 
take appropriate action. For example, please understand that: 

A. You should meet with your inunediate supervisor 
and, orally or in writing, state the specific details of 
the harassing behavior. If you prefer, you may 

5 



B. 

report such behavior directly to the Director of the 
AOC Human Resources Division or any of the 
Intake Officers appointed by the Chief Judge. 
The policy of the Eleventh Judicial Circuit is to 
listen to all complaints, investigate with due regard 
for confidentiality, and quickly apply appropriate 
measures that will end any offensive behavior. 

C. Remedial measures against harassment will depend 
upon the facts and circumstances of the incident. 
Minor frrst offenses may lead to written reprimands 
and/or leave without pay. Major or multiple 
offenses may result in the termination of the 
offender. 

The Eleventh Judicial Circuit's system for resolving complaints 
is available to all employees and no employee need fear 
retaliation. Unlawful retaliation will not be tolerated. An 
employee who believes retaliation has resulted from the 
reporting of a harassment complaint must report this 
innnediately to the Director of the AOC Human Resources 
Division or any of the Intake Officers appointed by the Chief 
Judge. 

Civil Rights Complaint Procedure 

This procedure is adopted pursuant to Administrative Order In 
Re: Personnel Rules and Regulations issued by the Chief Justice 
of the Supreme Court on September 23, 1993, which sets forth 
the steps to be taken to investigate and provide for a prompt and 
equitable resolution to complaints of discrimination in 
employment decisions. Only complaints of discrimination, by 
and against officers and employees of the Eleventh Judicial 
Circuit, because of race, ethnicity, sex, religion, national origin, 
sexual orientation, disability, marital status, age, or other criteria 
protected by law, should be filed using the procedure described 
herein. 
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A. Intake Officer 

The Chief Judge shall appoint an intake officer who shall be 
responsible for receiving and documenting complaints of 
discrin:iination by and against Eleventh Judicial Circuit court 
officers and employees. The name, office location, and phone 
number of the intake officer shall be posted in a prominent place 
with this procedure. 

B. Procedure 

1. All complaints of discrimination shall be treated 
seriously, discreetly, and promptly. Employees are 
advised that knowingly making false complaints will be 
grounds for disciplinary action, up to and including 
termination. Any officer, employee, or applicant for 
employment, who believes that he/she is or has been a 
victint of discrintination, should report the matter in 
writing to the intake officer or the employee's supervisor 
within ninety (90) days of the date of the alleged 
violation. If for some reason, a complaint cannot be 
made within ninety (90) days, it should be made as soon 
as possible thereafter. If the report is made to the 
supervisor, the supervisor shall forward the complaint to 
the intake officer. 

2. The intake officer shall interview the complainant and 
the person or persons against whom the complaint has 
been made and report to the Chief Judge, or his or her 
designee, within five (5) working days of receipt of the 
complaint. Complaints of discrimination under the 
Americans with Disabilities Act shall also be referred to 
the Director of the AOC Human Resontces Division. 
The Chief Judge, or his or her designee, may attempt to 
resolve the complaint informally, through mutual 
conciliation, or by appointment of an investigative 
officer(s), to undertake a full and complete investigation, 
including a written report to the Chief Judge. 
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3. If mutual conciliation is acceptable to the complainant 
. and the officer or employee against whom the complaint 

was made, the Chief Judge, or his or her designee, will 
meet with the individuals involved to discuss the nature 
of the complaint and methods for resolution. The Chief 
Judge, his or her designee, or the individuals involved, 
may recommend alternative dispute resolution as a 
method for resolving the complaint. Alternative dispute 
resolution may be initiated at any stage of this 
procedure. 

4. If an investigative officer(s) is appointed: 

a. The investigative officer(s), who can also be the 
intake officer, shall: 

1. Interview the complainant concerning the nature and 
facts of the complaint. 

ii. Interview the officer or employee against whom the 
complaint is made to obtain his/her understanding of 
the complaint, and his/her perception of the facts of 
the complaint. The officer or employee against 
whom the complaint is made may prepare a written 
response to the complaint. 

iii. Interview any witnesses as the investigative 
officer( s) deems necessary. 

iv. Prepare and submit a written report to the Chief 
Judge describing the nature and facts of the 
complaint, including recommendations. 

b. The Chief Judge shall make the :final determination of 
the validity of the complaint. The Chief Judge may 
meet with all individuals concerned to obtain a mutual 
resolution, to dismiss the complaint, to authorize 
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appropriate discipline up to and including dismissal, or 
to refer the complaint to the appropriate outside 
agency. The Chief Judge may meet with the 
complainant and the officer or employee against whom 
the complaint was filed, either separately or together, 
to inform them of his or her decision. 

C. Confidentiality 

Written investigative materials developed through the use of this 
procedure are confidential to the extent provided by Ruie 2.051 
of the Florida Ruies of Judicial Administration, which in its 
current form provides for confidentiality and sets forth the rules 
regarding any public access to records. 

D. Complainant's Other Rights 

The complainant retains the right before, during, or after the 
proceedings to seek remedy outside the court's internal 
procedure as provided by law. The complainant may file a 
charge with the Equal Employment Opportunity Commission 
("EEOC"), or with the Florida Commission on Human Relations 
("FCHR"). The EEOC may be reached toll free at (800) USA 
EEOC. The FCHR may be reached toll free at (800) 342-8170. 
These telephone numbers are subject to change by the respective 
agencies. 

E. Judicial Qualifications Commission 

Additionally, the Judicial Qualifications Commission, under 
Article V, Section 12 of the Florida Constitution, has the 
jurisdiction to investigate all reported instances of judicial 
misconduct. The Judicial Qualifications Commission is 
currently located at 1110 Thomasville Road, Tallahassee, Florida 
32399-6000, and may be reached at (850) 488-1581. This 
address and telephone number are subject to change. 
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F. The Florida Bar 

The Board of Governors of the Florida Bar, by authority of the 
Supreme Court, and under its Bar Rules and Regulations, has the 
jurisdiction to investigate all reported instances of misconduct by 
members of the Florida Bar. The Florida Bar is located at 651 
East Jefferson Street, Tallahassee, Florida 32399-2300, and may 
be reached at (850) 561-5600. This telephone number and 
address are subject to change. 

G. Records 

Records of complaints of discrimination and their resolution 
shall be documented and maintained by the intake officer. If an 
investigation takes place and the investigative officer has 
submitted a written report to the Chief Judge, then a record of 
any resulting disciplinary action will be maintained in the 
disciplined employee's personnel file. 

Pre-Employment Drug and Alcohol Screening 
for Candidates Selected for Possible 

Employment 

This policy is adopted pursuant to Administrative Order No. 99-
45 titled In Re: Pre-Employment Drug and Alcohol Screening 
for Candidates Selected for Possible Employment with the 
Eleventh Judicial Circuit issued by the Chief Judge of the 
Eleventh Judicial Circuit of Florida on August 17, 1999. The 
Eleventh Judicial Circuit recognizes that employee alcohol and 
substance abuse can have an adverse impact on the court, the 
effective delivery of court services, the image of the court, 
employees and the general health, welfare, and safety of its 
employees and the public. Accordingly, as part of the court's 
policy for dealing with alcohol and substance abuse, pre
employment alcohol and drug screening will be required as a 
condition of employment for all new hires. 

lO 

All candidates selected for possible employment with the 
Eleventh Judicial Circuit shall be subject to drug and alcohol 
screening as a condition of employment. The drug and alcohol 
screening shall be done in accordance with standards 
promulgated by Miami-Dade County and any applicable law. A 
positive, confirmed test for a presence of illicit substances, 
excessive alcohol use, or misuse of prescription drugs shall be a 
basis of automatic rejection of the applicant. Any evidence of 
taropering with test or test results shall also result in automatic 
rejection of the applicant. Such applicant shall be prohibited 
from applying or being employed by the circuit for a minimum 
of twelve (12) months from the date of rejection. 

Injurv Reporting Policy 

All employees of the Eleventh Judicial Circuit shall innnediately 
report an injury to himsel£1herself or to another employee or to a 
third party, including exposure to potentially hazardous 
substances, to his/her innnediate supervisor or to the AOC 
Human Resources Division. In all situations, if the injury is 
serious or life threatening, employees should request 
immediate medical assistance by, for example, calling 9 I 1. 

Because the positions held by employees of the Eleventh Judicial 
Circuit are funded by different sources, the specific policies and 
procedures manual issued by the position's respective funding 
source should be consulted for a detailed description of the 
procedures on how to make an internal report of an injury, 
unsafe conditions, unsafe acts, or other safety concerns and how 
to seek immediate care for a job-related injury. 

Weapon Possession Policy 

This policy is adopted pursuant to Administrative Order No. 97-
24 titled In Re: Security Screening Weapon Possession within 
Court Facilities issued by the Chief Judge of the Eleventh 
Judicial Circuit of Florida on December 15, 1997. The Eleventh 
Judicial Circuit recognizes that it is necessary and appropriate to 
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regulate the possession of firearms, weapons, and other 
hazardous devices within court facilities of Miami-Dade County, 
Florida, in order to protect court personnel and members of the 
public and to ensure the peaceful and orderly administration of 
justice. 

Unless duly authorized, no individual in possession of, or in 
control of, any :firearm, weapon, explosive, hazardous device, 
mace or pepper or chemical spray, shall be permitted to enter and 
remain in any court facility within the Eleventh Judicial Circuit. 
Federal Judges and Judges of the State of Florida, General 
Magistrates, the elected or appointed State Attorney of the 
Eleventh Judicial Circuit, the elected or appointed Public 
Defender of the Eleventh Judicial Circuit, the elected or 
appointed Clerk of the Courts, the Court Administrator, Metro
Dade Police Court Liaison Officers, and persons expressly 
authorized by the Chief Judge may enter court facilities without 
being subject to electronic and/or related security screening so 
long as these persons possess proper identification and are in full 
compliance with all applicable laws regarding weapons 
possession, as set forth in Chapter 790, Florida Statutes. 

Assistant State Attorneys and Assistant Public Defenders have 
been and still are permitted to enter court facilities without being 
subject to electronic and/or related security screening so long as 
these persons possess identification badges issued by the 
Administrative Office of the Courts. Although this policy 
authorizes a bypass of security screening, it does not authorize 
Assistant State Attorneys or Assistant Public Defenders to retain 
any firearm, weapon, explosive, hazardous device, mace or 
pepper or chemical spray in their possession while on courthouse 
premises. 

All persons, other than those excepted in the preceding 
paragraph, and their briefcases, pocketbooks, packages, 
containers and other personal effects, including pagers, 
television cameras, cellular telephones, food items and unmarked 
trial exhibits, shall be required to undergo electronic and/or 
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related security screening, upon entry to court facilities. The 
discovery of illegal weapons or contraband as described in 
Section 932.701, Florida Statutes, or other violations of criminal 
statutes occurring within this context will result in immediate 
notification to appropriate law enforcement authorities so that an 
arrest and seizure may be effected. 

It is further provided that law enforcement officers (as defmed 
herein pursuant to Administrative Order No. 01-19 titled In Re: 
Abatement of Prohibition Regarding Weapon Possession Within 
Court Facilities issued by the Chief Judge of the Eleventh 
Judicial Circuit of Florida), who are on official duty, may enter a 
court facility in possession of a firearm or weapon without being 
subject to the electronic security screening. In view of the need 
for heightened security to maintain a safe and secure 
environment within the court facilities of this Circuit; and, in 
consideration of the collective professional assurances of police 
chiefs and police officer associations that the benefit to the 
public occasioned by police officers retaining their weapons 
while they are in court facilities outweigh the risk to the public, 
police officers may be allowed to retain their weapons while in 
court facilities under the following conditions, as certified in 
writing by each respective law enforcement department or 
agency: 

A. Law enforcement officers must use holsters that 
reasonably guard against their firearms being taken from 
them and the appropriate department or agency must 
conduct regular weapons retention training; 

B. Law enforcement officers on official duty, whether 
uniformed or in plain clothes, must possess and display 
official department or agency credentials; and 

C. Law enforcement officers who are in court on personal 
matters must surrender their frrearms for safekeeping at 
the designated security stations within the court facility. 

For purposes of this policy, a law enforcement officer is 
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uniformed or undercover police officer of a Federal, State, 
County or City governmental entity and officers of the Florida 
Department of Environmental Protection, the Federal Bureau of 
Investigation, the United States Marshall Service, the Drug 
Enforcement Administration, the Bureau of Alcohol, Tobacco 
and Firearms, the Bureau of Citizenship and Immigration 
Services ("BCIS"), and officers of the Miami-Dade County 
Department of Corrections and Rehabilitation. 

Any person willfully violating this policy shall be subject to 
punishment for contempt of court or otherwise. 

Security Screening Policy 

Unless specifically excepted by the policies adopted by the 
Eleventh Judicial Circuit, all persons and their belongings and all 
parcels are subject to electronic and/or related security screening 
for the purpose of keeping weapons or other restricted items 
from entering the court facilities of Miami-Dade County, 
Florida, in order to protect court personnel and members of the 
public and to ensure the peaceful and orderly administration of 
justice. 

If at any time there is an articulable and reasonable suspicion that 
a weapon or restricted item may be found, a person or object is 
subject to search. The search shall be no more intrusive than 
necessary to protect against the dangers presented. Notice shall 
be posted advising all persons that no weapons or other restricted 
items are permitted in the court facilities and that all.persons and 
their belongings and all parcels are subject to electronic and/or 
related security screening as a condition of entry. 
Any person willfully violating this policy shall be subject to 
punishment for contempt of court or otherwise. 

Media Policy 

The Eleventh Judicial Circuit has and continues to foster a close 
relationship with the media. To assist in this effort, the Office of 
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Government Liaison & Public Relations has been designated as 
the coordinating office within the Eleventh Judicial Circuit for 
all activities involving the media. The goal of the Office of 
Government Liaison & Public Relations is to present factual 
information on all matters of interest about the Eleventh Judicial 
Circuit. All employees of the Eleventh Judicial Circuit, as 
defmed herein, have the right as citizens to make statements to 
the media. On those occasions, however, when the employee is 
officially representing the Eleventh Judicial Circuit, he/she 
should direct any media inquiry to the Office of Government 
Liaison & Public Relations. 

Anti-Nepotism Policy 

To avoid potential for conflicts of interest or perceived conflicts, 
all applicants must disclose any immediate familial relationship 
to current employees of the Eleventh Judicial Circuit at the time 
of the application. This policy covers all employment with the 
Eleventh Judicial Circuit, including temporary employment. 
Immediate family members include spouse, child, stepchild, 
mother, father, stepparent, brother, stepbrother, sister, stepsister, 
grandparent, father-in-law, mother-in-law, son-in-law, daughter
in-law, and grandchild. 

Close Personal Relationship Policy 

To avoid potential for conflicts of interest or perceived conflicts, 
when an employee of the Eleventh Judicial Circuit is in a 
position to supervise, direct, or evaluate the work of another 
employee with whom the employee has or has had a close 
personal relationship that might conflict, influence, or affect 
work or lead to the perception of conflict, influence, or effect 
upon work, the employee in the supervisory position must 
disclose the relationship to the AOC Human Resources Division. 
This policy covers all employment with the Eleventh Judicial 
Circuit, including temporary employment. 
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BENEFITS AND COMPENSATION 
POLICIES 

Benefits 

Because the positions held by employees of the Eleventh Judicial 
Circuit are funded or authorized by different sources, the specific 
policies and procedures manual issued by the employee's 
respective funding source should be consulted for a detailed 
description of the benefits plans or other policies provided by the 
respective funding source, including but not limited to annual, 
sick, military, and holiday leave, personal time, and leaves other 
than leave under the Family and Medical Leave Act, which is 
described in this Handbook. 

Compensation Policies 

Because the positions held by employees of the Eleventh Judicial 
Circuit are funded by different sources, the specific policies and 
procedures manual issued by the position's respective funding 
source should be consulted for a detailed description of the 
compensation policies provided by the respective funding 
source, including but not limited to employment rates, salary 
increases, compensation upon demotion, reassignment, or 
transfer, reduction in compensation, compensation adjustments, 
performance evaluations, overtime, deductions, and 
compensation corrections. Additionally, some of the respective 
funding sources have granted discretion to the Chief Judge of the 
Eleventh Judicial Circuit to implement the compensation policies 
provided by the respective funding source, including but not 
limited to employment rates, salary increases, compensation 
upon demotion, reassignment, or transfer, reduction in 
compensation, compensation adjustments, performance 
evaluations, overtime, deductions, and compensation corrections. 
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Business Hours Policy 

The business hours for the Eleventh Judicial Circuit are from 
8:00a.m. to 5:00p.m. -Monday through Friday. 

Generally, full-time employees are expected to work a five-day, 
forty-hour week, exclusive of lunch and inclusive of break 
periods. An employee's request for a flexible schedule must be 
submitted to and authorized by the employee's immediate 
supervisor and notification given to AOC Human Resources 
Division to document the employee's file to reflect such 
authorization. Approval of an employee's request for a flexible 
schedule may depend on a number of factors, including, but not 
limited to, the employee's position, the employee's employment 
status, and the business needs of the Eleventh Judicial Circuit. 

Family and Medical Leave Act (FMLA) 
Policy 

The Family and Medical Leave Act ("FMLA") is an available 
benefit to all employees of the Eleventh Judicial Circuit only as 
required by applicable federal, state, and local laws. The FMLA 
allows eligible employees to take job-protected, unpaid leave, or 
to substitute appropriate paid leave if the employee has earned or 
accrued it, for up to a total of 12 workweeks in any 12 months 
because of the birth of a child and to care for the newborn child, 
because of the placement of a child with the employee for 
adoption or foster care, because the employee is needed to care 
for a family member (child, spouse, or parent) with a serious 
health condition, or because the employee's own serious health 
condition makes the employee unable to perform the functions of 
his/her job. 

A. Eligibility for FMLA Leave 

Employees who have a cumulative (not necessarily 
continuous) 12 months of prior service, who have 
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worked at least 1,250 hours during the 12 months 
immediately preceding the date on which the FMLA 
leave would commence, and who work at a location 
where at least 50 employees are employed at the location 
or within 75 miles of the location are eligible for Family 
and Medical Leave Act (FMLA) Leave. The types of 
FMLA leave are discussed below. 

Types of FMLA Leave Available 

FMLA Parental Leave • Leave needed by the employee 
to care for or bond with the employee's child within 12 
months of the birth or placement of the child. Parent 
means a biological parent or an individual who stands or 
stood in loco parentis to an employee when the 
employee was a son or daughter. Son or daughter means 
biological, adopted, or foster child, a step-child, a legal 
ward, or a child of a person standing in loco parentis, 
who is either under age 18, or age 18 or older and 
incapable of self-care because of a mental or physical 
disability. 

FMLA Serious Family Illness Leave - Leave needed 
by the employee in order to care for a spouse, child, 
parent or any grandparent (of an employee for whom the 
employee has assumed primary financial responsibility) 
who has a serious health condition (as defined by law). 
A child, for the purposes of this policy, includes a child 
who is either ( 1) under the age of 18 or (2) an older child 
who is incapable of self-care because of a mental or 
physical disability. The child must also be related to the 
employee as a biological, adopted, foster or step-child, 
or a legal ward. 

FMLA Serious Personal Illness Leave - Leave needed 
by the employee because ofhis or her own serious health 
condition (as defmed by law). This category includes 
job-related injuries. 
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A "serious health condition," for purposes of this policy, 
is an illness, injury, impairment, or physical or mental 
condition which involves: inpatient care in a hospital; 
continuing treatment by a health care provider for any 
period requiring an absence from work for more than 
three calendar days; a chronic serious health condition 
which requires periodic visits to a health care provider 
over an extended period of time which may cause 
episodes of incapacity (i.e., asthma, diabetes, epilepsy); 
a period of incapacity for a long-term or permanent 
condition for which treatment may not be effective (i.e., 
Alzheimer's, severe strokes or the terminal stages of a 
disease); any absence for multiple treatments by a health 
care provider for restorative surgery or any condition 
which would likely result in a period of incapacity of 
more than three calendar days if untreated (i.e., cancer 
[chemotherapy], severe arthritis [physical therapy], 
kidney disease [dialysis]); or for prenatal care. 

FMLA leave does not include routine physical, eye or 
dental examinations. In addition, the taking of over-the
counter medication such as aspirin, antihistamines or 
salves; or bed rest, drinking fluids, exercise, and other 
similar activity which may be initiated without a visit to 
a health care provider is not by itself sufficient to 
constitute a regimen of continuing treatment to allow the 
employee to take leave under this policy. Therefore, 
uu!ess complications arise, the following are not 
considered "serious health conditions" for purposes of 
FMLA: the common cold, influenza, ear aches, upset 
stomach, minor ulcers, headaches other than migraine, 
and routine dental or orthodontic problems. For such 
absences, the specific policies and procedures manual 
issued by the employee's respective funding source 
should be consulted for a detailed description of the 
benefits plans or other policies provided by the 
respective funding source. 
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c. Duration ofFMLA Leave 

In General - Eligible employees are entitled to a total of 
12 weeks ofFMLA leave during any "rolling" 12-month 
period (measured backward from the date the FMLA 
leave sought by the employee would begin). For 
example, an employee taking six (6) weeks FMLA leave 
on January 5, 1999, and an additional six (6) weeks 
FMLA leave on March 1, 1999, is not entitled to 
additional FMLA leave until January 5, 2000, at which 
time the employee is eligible to request an additional six 
(6) weeks ofleave. 

Married Employee Couples - In cases where both 
husband and wife work for the Eleventh Judicial Circuit, 
they may be limited to a combined total of 12 weeks of 
FMLA leave for Parental Leave (see Section 2 above for 
the definition of Parental Leave) and to leave to care for 
the employee's parent with a serious health condition. 

Parental Leave Limitations - An employee's 
entitlement to leave for a child's birth or placement for 
adoption or foster care expires at the end of the 12-
month period beginning on the date of the birth, 
placement, or adoption. Any Parental Leave must be 
concluded within this 12-month period. 

Intermittent Leave or Reduced Work Schedule Leave 
- When medically necessary, Serious Family illness 
Leave or Serious Personal Illness Leave may be taken 
intermittently, in separate blocks of time (there is no 
limit on the size of an increment of leave when an 
employee takes intermittent leave or leave on a reduced 
schedule; however, the Eleventh Judicial Circuit may 
limit leave increments to the shortest period of time that 
the employer's payroll system uses to account for 
absences or use ofleave, provided it is one hour or less), 
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or on the basis of a "reduced leave schedule," under 
which an employee's usual working hours each day or 
each week are reduced. Requests to take Parental Leave 
on an intermittent or reduced work schedule will be 
granted at the discretion of the Eleventh Judicial Circuit. 
Requests for intermittent leave or reduced work schedule 
leave should be made as soon as the employee becomes 
aware of the need for leave, preferably at least thirty (30) 
days in advance of the absence. 

Scheduling FMLA Leave 

When leave is needed for planned events, such a leave 
for planned medical treattnent, employees must try to 
schedule the leave so as not to unduly disrupt the 
Eleventh Judicial Circuit's operation. The scheduling of 
leave should be discussed with the employee's 
supervisor and the AOC Human Resources Division so 
that a mutually satisfactory arrangement can be made. 

Requests and Required Approval for FMLA Leave 

Employees are required to keep the Eleventh Judicial 
Circuit informed regarding the employee's need for and 
return from any leaves of absence. If, for any reason 
(including illness, injury, pregnancy, or any other 
reason) an employee plans to be absent from work for 
longer than three (3) consecutive days, the employee 
must call his/her supervisor or the AOC Human 
Resources Division to obtain approval for the absence. 
Requests for leave should be made as soon as the 
employee becomes aware of the need for FMLA leave, 
preferably at least 30 days in advance of the absence, in 
writing to the employee's supervisor and the AOC 
Human Resources Division. In the case of an 
emergency, where it is not possible to apply for leave 
before the absence begins, employees must request leave 
as soon as possible thereafter (within I or 2 days at the 
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latest). The Eleventh Judicial Circuit and your fellow 
employees ask for your cooperation in terms of notice 
and scheduling ofleave time so that they may adjust the 
workload and other schedules. Failure to apply in a 
timely manner for a leave may result in denial, 
rescheduling, or delay of the leave. 

Even if an employee does not know how long an illness 
or other absence may last, the employee must request a 
leave for a specific period of time. If the request is 
approved, it will be approved only for a specific period 
of time. If further leave becomes necessary, the 
employee m.ust request and receive an extension. 

If circumstances make a written request for leave 
impossible, employees may orally request a leave. To 
avoid, however, any confusion or misunderstanding, no 
leave will be considered to have been granted for more 
than three (3) days, at most, based on an oral request. In 
addition, employees are expected to make arrangements 
for leave. personally, unless the employee is physically 
unable to do so. 

Documentation Requirements of FMLA Leave 

FMLA Leave requests should be submitted to the 
employee's supervisor and the AOC Human Resources 
Division. Requests for leave should be accompanied by 
appropriate documentation such as a Certification of 
Health Care Provider form (available from the AOC 
Human Resources Division) whenever the need for such 
leave is foreseeable. In cases in which the need for leave 
is not foreseeable, a Certification of Health Care 
Provider must be provided within fifteen ( 15) calendar 
days of the request or as soon as reasonably possible 
under the circumstances. Failure to provide this required 
medical certification may result in denial ofleave, denial 
of continuation of leave until the certification is 
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provided, and/or automatic redesignation of the leave as 
other than FMLA leave. 

Sometimes the Eleventh Judicial Circuit will know the 
reason for the leave, but will not be able to confrrm that 
the leave qualifies as FMLA Parental, Serious Family 
Illness, or Serious Personal Illness Leave, or the 
Eleventh Judicial Circuit will have requested a 
Certification of Health Care Provider that has not yet 
been received, or the parties are in the process of 
obtaining a second or third medical opinion. In these 
cases, the Eleventh Judicial Circuit may preliminarily 
designate the leave as FMLA leave. Upon receipt of the 
requisite information from the employee, or of a 
Certification of Health Care Provider confrrming the 
leave qualifies under one of the FMLA leave provisions, 
the preliminary designation will become fmal. If the 
employee fails to provide information necessary to 
confrrm that absences are eligible for FMLA leave, fails 
to provide the completed Certification of Health Care 
Provider in a timely manner, or if the documentation 
does not confirm the absences are eligible for FMLA 
leave, the designation of the absence( s) as preliminarily 
eligible under FMLA is automatically withdrawn. The 
Eleventh Judicial Circuit will attempt to notifY the 
employee of this withdrawal, but employees should 
understand that it is their responsibility to provide the 
appropriate information and/ or medical certification 
within fifteen (15) calendar days, or to provide an 
explanation and verification as to why this time frame is 
impractical. 

Employees must provide the Eleventh Judicial Circuit 
with at least thirty (30) days notice of the need for 
FMLA leave whenever the need for the leave is 
foreseeable (such as when the leave is for an expected 
birth or placement for adoption or for planned medical 
treatment). When planning medical treatment, 
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employees should consult with their supervisors and 
attempt to schedule the treatment so as to minimize the 
impact of the employee's absence on the Eleventh 
Judicial Circuit's operations. In cases in which the need 
for leave cannot be anticipated thirty (30) days in 
advance, the employee must give notice of the need for 
leave as soon as possible (at least one or two business 
days) after the employee learns of the need for the leave. 
Failure to give proper advance notice of the need for 
FMLA leave when the need for such leave is foreseeable 
may result in denial, rescheduling, or delay of the leave 
until thirty (30) days after such notice is provided. 

In the case of Serious Personal Illness Leave or Serious 
Family Illness Leave, the Eleventh Judicial Circuit may 
request medical re-certification every thirty (30) days, or 
whenever the employee requests an extension of leave, 
when circumstances described in the original medical 
certification have changed significantly (such as the 
duration or nature of the illness or complications), or 
when the Eleventh Judicial Circuit receives information 
which casts doubt on the continuing validity of the 
medical certification. 
If the Eleventh Judicial Circuit has reason to question 
the validity of a medical certification provided by the 
employee's health care provider, the Eleventh Judicial 
Circuit may require that the employee obtain a second 
opinion, at the Eleventh Judicial Circuit's expense, from 
a health care provider designated by the Eleventh 
Judicial Circuit. In the event the second opinion differs 
from the frrst, the Eleventh Judicial Circuit may require 
the employee to obtain a third and final opinion, again at 
the Eleventh Judicial Circuit's expense, from a health 
care provider jointly approved by the Eleventh Judicial 
Circuit and the employee. 
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Timely requests for FMLA leave from eligible 
employees will be granted· as required by state, local, 

'" and federal law. 

Reports on the Employee's Status and Intent to Return to 
Work 

An employee on an approved leave of absence is 
required to keep the Eleventh Judicial Circuit advised of 
his/her status and intent to return to work. While on 
leave, the employee must contact his/her supervisor or 
the AOC Human Resources Division thirty (30) and ten 
(10) days prior to the agreed return date to inform 
him/her of the employee's status and intent to return. 
An employee's failure to keep the Eleventh Judicial 
Circuit advised of the employee's status and intent to 
return to work may be considered a resignation from 
employment. 

Written Verification and Fitness-for-Duty Reports 

Based upon the nature and length of the absence, the 
Eleventh Judicial Circuit may require that an employee 
submit a fitness-for-duty certification (medical release of 
the employee's ability to return to work). Generally, a 
fitness-for-duty certification will be required for any 
absence due to the employee's own illness or injury of 
three (3) or more days. Certification may be required, 
however, in other instances depending upon the 
individual circumstances involved. 

Written verification may be required from the employee 
for any F.MLA absence. In addition, any request for a 
leave of absence of five ( 5) or more calendar days must 
be accompanied by appropriate written documentation. 
For absences based upon the employee's own illness or 
injury, or the illness or injury of a family member, the 
written verification is a physician's diagnosis certifying 
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the condition for the leave of absence. An employee's 
supervisor may request a physician • s written verification 
at any time during the leave or whenever the leave of 
absence exceeds three (days). Failure to submit such 
documentation may result in denial of the leave request 
or in a recorded unexcused absence, which will be 
treated accordingly. Employees may be required to 
submit re-verification for an absence depending on the 
circumstances involved. 

Benefits and Reinstatement Rights 

Benefits may be affected by a leave of absence and 
employees may have to make arrangements to ensure the 
continuation of certain benefits (such as health 
insurance). The status of these benefits will depend on 
current policy, plan documents, and the type ofleave the 
employee has taken. 

On return from FMLA leave, an employee is entitled to 
be returned to the same position the employee held when 
the leave commenced, or to an equivalent position with 
equivalent benefits, pay, and other terms and conditions 
of employment. An employee is entitled to such 
reinstatement even if the employee has been replaced or 
his/her position has been restructured to accommodate 
the employee's absence. If an employee has questions 
about a specific policy or absence, the employee should 
contact the AOC Human Resources Division. 

Continuation of Benefits while on FMLA Leave 

An employee on approved FMLA Leave may continue 
group health insurance coverages during the leave by 
paying the employee's normal share of the cost of such 
coverages, if any, during the leave on or before the date 
when payroll deductions for such costs would normally 
be made. (Failure to pay the employee's share of the 
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premium when due will result in elimination of coverage 
after thirty [30] days). 

An employee who fails to return from FMLA Leave may 
be required to reimburse the Eleventh Judicial Circuit's 
cost of maintaining group health insurance coverages for 
the employee and/or the employee's dependents while 
on FMLA Leave, unless the employee's failure to return 
to work is due to reasons beyond the employee's control, 
such as the continuation, recurrence or onset of a serious 
health condition of the employee or the employee's 
spouse, parent or child. 

Use of Available Paid Time Off while on F.MLA 
Leave 

An employee must notify the AOC Human Resources 
Division if he/she wishes to use accrued paid time off 
during the absence or take the leave without pay. 

Crediting of Benefits While on FMLA Leave 

Benefits such as sick leave, vacation, and annual leave 
do not continue to be credited to employees who are out 
on unpaid leave. 

Reinstatement following FMLA Leave 

Request for Reinstatement - An employee returning 
from FMLA Leave for his/her own serious health 
condition should notify his/her supervisor of availability 
to return to work immediately upon being released to 
return to work by the employee's health care provider. 
The employee should also provide the Eleventh Judicial 
Circuit with a certification from the health care provider 
confirming the employee's fitness to return to his/her 
normal duties if requested by the Eleventh Judicial 
Circuit. Failure to provide a requested fituess-for-duty 
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certification may result in denial of reinstatement until 
this certification is provided. An employee desiring to 
return from FMLA Leave, other than Serious Personal 
Illness Leave, prior to the date the leave was due to 
expire should give written notice to his or her the 
employee's supervisor or the AOC Human Resources 
Division of the desire to return to work at least fourteen 
(14) days, but no later than two (2) working days, prior 
to the desired return date. 

Reinstatement - An employee returning from FMLA 
Leave will normally be reinstated to the position held by 
the employee at the time the leave commenced or to an 
equivalent position. An employee, however, returning 
from F:MLA Leave will have no greater right to 
employment or employment in a specific position 
than he/she would have had in the absence of the 
leave. 

Benefits at Reinstatement 

An employee returning from FMLA Leave will have his 
or her benefits reinstated to the same levels as they 
enjoyed at the time the leave commenced, except for any 
paid leave benefits used during the leave and changes in 
benefits which took place during the leave at the 
employee's election due to annual enrollment or family 
status change. Changes in benefits which would have 
occurred had the employee not taken the leave will also 
apply. An employee's pay rate will also be adjusted to 
reflect any unconditional or across-the-board pay 
adjustments implemented or announced during the 
period of the leave. 
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GENERAL CONDUCT POLICIES 

Disciplinary Procedures 

The policies and procedures outlined in this Handbook reflect 
the Eleventh Judicial Circuit's general philosophy. Each 
situation involving potential discipline, up to and including 
termination, presents its own unique circumstances and 
considerations; therefore, each situation may be reviewed and 
decided at the discretion of the Chief Judge or his/her designee. 

Because the positions held by employees of the Eleventh Judicial 
Circuit are funded or authorized by different sources, the specific 
policies and procedures manual issued by the employee's 
respective funding source may also be consulted for a detailed 
description of the disciplinary procedures provided by the 
respective funding source. 

Employees whose positions are funded by a source other than 
Miami-Dade County or the State of Florida will be subject to the 
disciplinary procedures applicable to employees in like positions. 
In the event there is no such like position, the appropriate 
disciplinary protocol will be determined by the Chief Judge or 
his/her designee. 

Drug and Alcohol Non-Tolerance Policy 

The illegal sale, purchase, use, or possession of, or the reporting 
to work under the influence of intoxicating substances, non
prescribed narcotics, hallucinogenic drugs, marijuana, or other 
non-prescribed controlled substances on the Eleventh Judicial 
Circuit's property or during working time is strictly prohibited. 
In addition, all employees of the Eleventh Judicial Circuit, as 
defmed herein, are prohibited from using alcohol dlliing normal 
working hours and are prohibited from reporting to work under 
the influence of alcohol. 
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Non-Smoking Policy 

The Eleventh Judicial Circuit has adopted a Non-Smoking policy 
to comply with Florida law and to provide a safe and healthy 
environment for all of the employees, as defmed herein, 
members of the public, and persons associated with the Eleventh 
Judicial Circuit. Under this policy, smoking is not allowed in 
any indoor area of any of the court facilities. Smoking is 
permitted outdoors. Violation of this non-smoking policy will 
subject the offending employee to appropriate counseling and 
discipline. 

Workplace Violence Policy 

Purpose 

The Eleventh Judicial Circuit recognizes that a safe environment 
is fundamental to a productive and positive workplace. The 
purpose of this policy is to promote the safety of every employee 
in the workplace and to stress that everyone must share in the 
responsibility for preventing and responding to threats of 
violence and actual violence in the workplace. 

Prohibited Conduct 

Violence, threats, harassment, intimidation, and other disruptive 
behavior in the workplace will not be tolerated. All reports of 
incidents will be taken seriously and will be dealt with 
appropriately. Such disruptive behavior may include, but is not 
limited to, oral or written statements, gestures, expressions, use 
or possession of weapons, destruction of property, assault, 
battery, or other physical actions or comments that communicate 
a direct or indirect threat of physical harm or intimidation. 
Employees who commit such acts may be removed from the 
workplace and may be subject to disciplinary action, up to and 
including termination, criminal arrest and/or prosecution. 
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Reporting Procedures 

Any employee, who feels that he/she has been subjected to or 
witnessed an act or threat of workplace violence, is directed to 
report it to his or her supervisor. If the employee does not feel 
comfortable making a report to the supervisor, he/she may report 
the incident to the AOC Human Resources Division. A report of 
workplace violence may also be reported anonymously, if the 
employee is not comfortable with using either of the above
described reporting procedures. This can be done by submitting 
a written complaint to the Court Administrator, Office of the 
General Counsel, or AOC Human Resources Division. 

Any employee reporting such an act or threat is advised that 
knowingly making false complaints will be grounds for 
disciplinary action, up to and including termination. Employees 
are further advised that exact information such as names, dates, 
time, location, details of the incident, etc. are extremely helpful 
and often essential in an investigation. Employees should 
provide as much information as possible. 

Persons accused of workplace violence are instructed not to 
retaliate against anyone reporting these complaints. Acts of 
retaliation will be thoroughly investigated. Acts of retaliation 
will result in disciplinary action, up to and including termination. 

Employees must refer any questions regarding any rights or 
obligations under this policy to their innnediate supervisor or to 
the AOC Human Resources Division. 
Emergency Situations 

In all situations, if violence appears imminent, employees 
should first take the precautions necessary to assure their own 
safety and the safety of others, for example, by calling 911 for 
emergencies and requesting assistance. 
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Confidential and Non-Public Information 
Policy 

Employees of the Eleventh Judicial Circuit shall never disclose 
any confidential and/or non-public information received in the 
course of official duties, except as required in the performance of 
such duties, nor shall any employee of the Eleventh Judicial 
Circuit use such information for personal gain. 

Every employee of the Eleventh Judicial Circuit who receives 
information regarding a violation of this policy or has actual 
knowledge that there is a substantial likelihood that another 
employee of the Eleventh Judicial Circuit has violated this policy 
shall promptly report this information to his/her supervisor or to 
the AOC Human Resources Division. No employee of the 
Eleventh Judicial Circuit shall be disciplined for reporting such a 
violation to his/her supervisor or to the AOC Human Resources 
Division. 

The unauthorized disclosure of confidential and/or non-public 
information will result in discipline, up to and including 
termination. If you have any questions as to whether particular 
information is confidential and/or non-public, please discuss this 
with your supervisor or with the AOC Human Resources 
Division. 

Confidential information includes, but is not limited to, 
information on pending cases that is not already a matter of 
public record and information concerning the work product of 
any judge, law clerk, staff attorney, or other employee including, 
but not limited to, notes, papers, discussions, and memoranda. 

Non-public information may include but is not limited to: 
information that is sealed by statute or court order, iropounded or 
communicated in camera, and information offered in grand jury 
proceedings, pre-sentencing reports, dependency cases, or 
psychiatric reports. For specifics regarding public records that 
are exempt from disclosure, refer to the Public Records Act, 
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Chapter 119 of the Florida Statutes, Rule 2.051 of the Florida 
Rules of Judicial Administration, and to applicable case law. All 
such matters should be referred to the Office of the General 
Counsel. 

E-mail and Internet!lntranet Use Policy 

This policy applies to all employees of the Eleventh Judicial 
Circuit and all other authorized users of the electronic mail 
infrastructure made available by the Eleventh Judicial Circuit, 
including the Internet and Intranet. 

Procedures 

A. The Internet/Jntranet is to be used as a business tool for 
reasons that are necessary for the accomplishment of an 
employee's job assigmnents. 

I. Files downloaded from the Internet must be thoroughly 
scanned by anti-viral software maintained by CITeS. 
Users are strictly prohibited from disabling this anti
viral software. 

2. In accordance with the Eleventh Judicial Circuit's 
policy, executable files/software can only be 
downloaded by individuals whose job descriptions 
include the testing of software. 

3. Accessing, sending, storing, or displaying sensitive 
materials including, but not limited to, gambling or 
other illegal activities, sexually explicit materials, or 
materials that include profane, obscene, or 
discrirnioatory content is strictly prohibited. 

4. Data and files on the Internet must be considered 
copyrighted material and may not be distributed or 
published in any form without the written permission of 
the originator. 
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5. In addition to work-related access, employees and other 
authorized users may briefly visit non-sensitive Internet 
sites during non-work time, such as break, lunch, or 
before or after work hours. Examples of acceptable 
sites are those dealing with health matters, weather, 
news, business and judicial topics, community 
activities, career advancement, and personal 
enrichment. It is imperative that common sense be used 
in viewing non-work related sites and they must not 
result in any additional cost to the Eleventh Judicial 
Circuit. 

a. Due to its prohibitive costs, the usage of 
bandwidth is subject to futnre limitations or 
elimination. 

b. "Bandwidth" includes, but is not limited to, on
line streaming of radio stations, videos, etc. 

B. E-mail is to be used for official business which includes 
communications with other state departments, governmental 
entities, circuits, and private sector entities. Although the 
Eleventh Judicial Circuit does not prohibit all personal use of 
e-mail, a common sense approach should be applied. 
Further, global e-mails (for example, e-mails addressed 
to "All Judges, Judicial Assistants, and Court Staff'') 
should only be sent for official business functions. E-mail 
generated through the Eleventh Judicial Circuit's 
communications system is not private between the user and 
the recipient as the public may access. The public may 
access sueh e-J.'filUls M provided fur i1i Fla. R. Jud. Admin. 
2.051. Therefore, do not send e-mails which you would not 
want to see printed or broadcasted through the media or by 
other means. 

l. Acceptable personal use of e-mail is where the 
communication is brief, does not interfere with work, 
does not subject the Eleventh Judicial Circuit to any 
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additional cost or indignity, and is consistent with the 
requirements contained in this policy. 

a. Contents of e-mails shall be professional and 
courteous; 

b. As part of the e-mail message, the sender shall 
include: his or her position/title; place of 
employment or affiliation; and telephone number. 

2. Prohibited uses of e-mail include, but are not limited to: 

a. Sending non-Circuit sponsored solicitations, 
including, but not limited to such things as 
advertising the sale of property or other commercial 
activities; 

b. Sending copies of documents in violation of 
copyright laws or licensing agreements; 

c. Sending messages prohibited or restricted by 
government security laws or regulations or any other 
communication which may adversely affect the 
Eleventh Judicial Circuit's ability to carry out its 
mission. Messages which may reflect unfavorably 
on the Eleventh Judicial Circuit, or which may be 
perceived as representing the Eleventh Judicial 
Circuit's official position on any matter when 
authority to disseminate such information has not 
been expressly granted are also prohibited; 

d. Sending confidential or proprietary information or 
data to persons not authorized to receive it, either 
within or outside the Eleventh Judicial Circuit; 

e. Sending content that may constitute sexual 
harassment or be considered discriminatory, 
obscene, derogatory, or excessively personal, 
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whether intended to be serious or humorous; 

f. Sending co=unications reflecting or containing 
chain letters; illegal activity; harassment; sensitive 
information including but not limited to gambling, 
or materials that include profane, obscene, or 
inappropriate language, or racial, ethnic or other 
discriminatory content; 

g. Sending co=unications promoting political 
positions or actions; 

h. Sending communications in a manner inconsistent 
with goiding ethical statements and accepted 
co=unity standards or which violate laws, 
regulations, court rules, or codes of professional 
conduct applicable to particular users. 

3. Employees must respect the confidentiality of other 
individuals' electronic co=unications. Except in cases 
in which explicit authorization has been granted . by 
Eleventh Judicial Circuit management, employees are 
prohibited from engaging in, or attempting to engage in: 

a. Monitoring or intercepting the files or electronic 
co=unications of other employees or third parties; 

b. Hacking or obtaining access to systems or accounts 
they are not authorized to use; 

c. Using other people's log-ins or passwords; and 

d. Breaching, testing, or monitoring computer or 
network security measures. 

4. No e-mail or other electronic co=unications can be 
sent that attempts to hide the identity of the sender or 
represent the sender as someone else. 
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5. Electronic media and services should not be used in a 
manner that is likely to cause network congestion or 
significantly hamper the ability of other people to access 
and use the system. 

6. Anyone obtaining electronic access to other individuals' 
materials must respect all copyrights and cannot copy, 
retrieve, modify, or forward copyrighted materials 
except as permitted by the copyright owner. 

7. The Eleventh Judicial Circuit does not intend to 
routinely monitor the contents of e-mail messages. 
Nonetheless, users should expect that electronic mail 
messages may be accessed by authorized supervisors or 
System Administrators with or without the permission of 
the employee. 

8. Any requests for access to the contents of e-mail to 
respond to a legal process, such as subpoenas and public 
records law requests, or for purposes involving 
litigation, investigation or claim must be immediately 
brought to the attention of the Office of the General 
Counsel. 

9. Individual users are responsible for keeping and 
archiving their own business-related e-mail. Retention 
of these files is subject to Fla. R. Jud. Admin. 2.051. 

10. E-mail transmissions of a personal, non-official nature 
are not deemed public judicial records and as such a 
record of such transmissions need not be maintained. 

11. Participation in online forums is strictly prohibited and 
requires advance supervisory permission. 

C. All e-mail accounts must be established, terminated or 
transferred through CITeS after notification from the AOC 
Human Resources Division. 
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D. All e-mails shall contain the following confidentiality clause 
as applicable: 
Attention: The information contained in this E-mail message 
may be privileged and confidential under Fla. R. Jud. 
Admin. 2.051 information intended only for the use of the 
individual(s) named above. If the reader of this message is 
not the intended recipient, you are hereby notified that any 
dissemination, distribution, or copy of this communication is 
strictly prohibited. If you received this communication in 
error, please contact the sender by reply E-mail and destroy 
all copies of the original message. Thank you. 

E. Violations of this policy may result in disciplinary actions 
which may include, but are not limited to: 

1. oral reprimand; 

2. written reprimand; 

3. suspension from employment; 

4. termination from employment; and/or 

5. referral to the Judicial Qualifications Committee for 
investigations and/or disciplinary action (as applicable). 

Computer And Telecommunications Use Policy 

Within this policy, you will fmd a description of thepolicies and 
guidelines for use of the computer and telecommunications 
resources of the Eleventh Judicial Circuit. All users of such 
systems employed by the Eleventh Judicial Circuit have the 
responsibility to use these resources in a professional, ethical, 
and lawful manner. The computers and computer accounts 
provided to employees by the Eleventh Judicial Circuit are to 
assist such employees in the performance of their jobs. The 
computer and telecommunications systems belong to the 
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Eleventh Judicial Circuit and may only be used for authorized 
judicial purposes. 

To better serve our constituency, the Eleventh Judicial Circuit 
provides its employees with the best tools to effectively and 
efficiently perform their jobs. As such, the Eleventh Judicial 
Circuit provides its workforce with access to one or more forms 
of electronic media, media services, or tools/materials, including, 
but not limited to, computers, e-mail, copiers, telephones, 
televisions, VCRs, DVD players, voicemail, facsimile machines, 
an intranet, wire services, online services, Internet, and the 
World Wide Web. 

The Eleventh Judicial Circuit encourages the use of these media 
and associated services as they can make communication more 
efficient and effective and because they are valuable information 
sources. All employees and everyone connected with this 
organization, however, should remember that electronic media, 
media services, or tools/materials provided by the Eleventh 
Judicial Circuit are the property of the Eleventh Judicial Circuit 
and their purpose is to facilitate and support official judicial 
business. All users of the computer and telecommunications 
systems of the Eleventh Judicial Circuit are responsible for 
ensuring that these resources are used in a professional, 
ethical, and lawful manner. 

A. Waiver of Privacy 

Employees of the Eleventh Judicial Circuit waive their right of 
privacy in anything they create, store, send, or receive on the 
Eleventh Judicial Circuit's computer and telecommunications 
system. Employees consent to management or supervisory 
personnel of the Eleventh Judicial Circuit accessing and 
reviewing all material employees create, store, send, or receive 
on the computer or telecommunications system. Employees 
further understand that anything they create, store, send, or 
receive on the Eleventh Judicial Circuit's computer and 
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telecommunications system may constitute a judicial record per 
Fla. R. App. P. 2.051 to which the public may have access. 

B. Prohibited Use 

Use of the Eleventh Judicial Circuit's computer or 
telecommunications system for any of the following activities is 
strictly prohibited: 

1. Sending, receiving, displaying, printing, or otherwise 
disseminating material that is fraudulent, harassing, 
embarrassing, sexually explicit, obscene, intimidating, 
or defamatory; 

2. Sending, receiVmg, displaying, 
disseminating confidential, 
information in violation of 
proprietary agreements; 

printing, or otherwise 
proprietary judicial 
company policy or 

3. Transmitting, storing, or otherwise disseminating 
commercial or personal advertisements, solicitations, 
promotions, destructive programs (e.g., viruses or self
replicating code), or political material; 

4. Violating any state, federal, or international law 
governing intellectual property (e.g., copyright, 
trademark, and patent laws) and online activities; and 

5. Violating any license governing the use of software. 

C. Personal Use 

The computers, electronic media and services, electronic 
tools/materials, and telecommunications systems provided by the 
Eleventh Judicial Circuit are primarily for official judicial use to 
assist employees in the performance of their jobs. Limited, 
occasional, or incidental use of the computers, electronic media 
and services, electronic tools/materials, and telecommunications 
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systems for personal, non-business or non-judicial business 
purposes is understandable and acceptable, and all such use 
should be done in a manner that does not negatively affect the 
systems' use for their official business purposes. Employees, 
however, are expected to demonstrate a sense of responsibility 
and not abuse this privilege. 

D. Software and Hardware Peripherals 

To prevent computer viruses from being transmitted through the 
Eleventh Judicial Circuit's computer system, unauthorized 
downloading or uploading of any unauthorized software is 
strictly prohibited without advance approval from the 
employee's supervisor. Unauthorized software is any software 
that was not installed or approved by CITeS on the computer 
harddrive when it was f"rrst delivered to the end user. Only CITeS 
staff may install or attach software or peripherals after proper 
approval has been sought and obtained. Employees are further 
restricted from attaching unauthorized peripheral hardware to 
their assigned computers. Employees must contact CITeS for 
assistance with software and peripherals. 

E. Violations 

Violations of this policy may result in disciplinary action which 
may include, but are not limited to: 

l. oral reprimand; 

2. written reprimand; 

3. suspension from employment; 

4. termination from employment; 

5. referral to the Judicial Qualifications Committee for 
investigations and/or disciplinary action (as applicable); 
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6. legal action; and/or 

7. criminal liability. 

Personal Conduct 

All employees of the Eleventh Judicial Circuit shall personally 
observe high standards of conduct so that the integrity and 
independence of the Eleventh Judicial Circuit are preserved. All 
employees of the Eleventh Judicial Circuit shall maintain and 
observe the highest standards of integrity, honesty, and 
truthfulness in their professional and personal dealings. The 
fundamental attitudes and work habits of individual employees 
of the Eleventh Judicial Circuit reflect on the integrity and 
independence of the Eleventh Judicial Circuit and are of vital 
importance in maintaining the confidence of the public. Honesty 
and truthfulness are paramount. 

What Employees Should Expect of the Eleventh Judicial Circuit 

All employees of the Eleventh Judicial Circuit can expect the 
following: 

• 
• 

• 

• 

• 

To be treated with respect and courtesy in all matters . 
To be free from harassment or discrimination of any kind, 
from any employee or any member of the Eleventh Judicial 
Circuit. 
To be treated fairly in the event of any Eleventh Judicial 
Circuit-related dispute, and to express personal points of 
view without fear of retaliation. 
To be given adequate time and training to learn the details of 
a new position. 
To receive all the Eleventh Judicial Circuit's benefits for 
which one is eligible, as outlined in this Handbook and in 
other Eleventh Judicial Circuit's documents. 

What the Eleventh Judicial Circuit Expects of Employees 
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The Eleventh Judicial Circuit expects its employees to: 

• Observe proper office decorum, adhering to dress codes and 
professional courtesies and respect in all dealings with 
fellow employees, members of the public, and other persons 
associated with Eleventh Judicial Circuit. 

• Be responsible for individual work areas, keeping them neat, 
presentable to the Eleventh Judicial Circuit and protective of 
confidentiality, if applicable (for example, you should not 
leave confidential documents in a place in which others 
might be able to read or obtain copies). 

• Adhere to the co=only accepted ethical standards for the 
community. 

• Avoid abusing the Eleventh Judicial Circuit's benefits and 
allowances. 

• Be punctual and be devoted to work during the time each 
day that one is in the office. 

" Adhere to all Eleventh Judicial Circuit's policies and 
procedures. 

• Ask questions if one is unsure of the Eleventh Judicial 
Circuit's policy or procedure in any situation, no matter how 
trivial it may seem. 

• Avoid conflicts of interest in the performance of their 
professional duties. Employees shall not use or attempt to 
use, their official positions or any property or resource of the 
Eleventh Judicial Circuit which may be within their trust to 
secure a special privilege, benefit, or exemption for 
themselves, their relatives, or others. 

Dress Standards 

The Eleventh Judicial Circuit prides itself on its professionalism, 
including the appearance of employees. Professionalism 
includes appearance. All personnel are expected to dress in 
business attire that is appropriate in our offices and presents a 
professional appearance to fellow employees, members of the 
public, and persons associated with Eleventh Judicial Circuit. 
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Arrest Policy 

Because the standards of conduct of the employees of the 
Eleventh Judicial Circuit reflect on the integrity and 
independence of the Eleventh Judicial Circuit, all employees 
have a continuing obligation to disclose any arrest, without 
delay, upon his/her return to work. When complying with this 
policy, the employee must contact the AOC Human Resources 
Division. As a general rule, an employee will be suspended 
without pay upon arrest. 

Outside Employment 

Employment outside the Eleventh Judicial Circuit is allowed to 
the extent that the outside employment does not pose a conflict 
with employment by the Eleventh Judicial Circuit. Conflicts 
may be of interest, of time, or of confidentiality, and cannot be 
tolerated, since any conflict would be detrimental to the Eleventh 
Judicial Circuit as a whole. Outside employment is strictly 
prohibited whenever it conflicts with the operations and interests 
of the Eleventh Judicial Circuit or raises the appearance of, or 
potential for, any conflict of interest or impropriety. Outside 
employment must be fully disclosed to and discussed with the 
AOC Human Resources Division. Questions regarding outside 
employment should be directed to the AOC Human Resources 
Division. Any employee who wishes to engage in outside 
employment is required to complete a "Request for Outside 
Employment" form and present it to his/her supervisor for 
approval prior to engaging in the outside employment and 
notification given to the AOC Human Resources Division to 
document the employee's file to reflect such authorization. 
Also, upon terminating such outside employment, the employee 
must notify the AOC Human Resources Division, in writing, so 
that the employee's file may be updated. 

Because the positions held by employees of the Eleventh Judicial 
Circuit are funded or authorized by different sources, the specific 
policies and procedures manual issued by the employee's 

44 

respective funding source should be consulted for a detailed 
description of the outside employment policy provided by the 
respective funding source. 

Work Habits 

The Eleventh Judicial Circuit takes pride in the reputation of its 
employees as competent, ethical, and responsible persons. For 
the benefit of the Eleventh Judicial Circuit and all its employees, 
instances of excessive absenteeism, tardiness, and 
insubordination will not be tolerated. These conditions are 
difficult to defme, and will be considered on an individual basis. 
Such offenses may be subject to disciplinary action, up to and 
including termination. Questions regarding the Eleventh Judicial 
Circuit's policies on work habits should be directed to the AOC 
Human Resources Division. 

Abuse of the Eleventh Judicial Circuit's policies regarding 
vacation, sick, and personal time, including but not limited to 
absences beyond those allowed by policy, may be regarded as 
excessive absenteeism. Every employee is an important part of 
the daily operation of the Eleventh Judicial Circuit, and 
excessive absences damage efficiency. While extenuating 
circumstances may sometimes occur, employees are expected to 
report to work according to the terms and conditions of 
employment. Instances of absenteeism will be discussed with an 
employee by his/her supervisor, and a written account of events 
may be placed in the employee's employment record. 

All employees of the Eleventh Judicial Circuit are expected to 
report for work promptly and punctually according to work 
schedules. If an employee is absent from work, even for a day, 
he/she must call his/her supervisor or the Eleventh Judicial 
Circuit may consider the employee to have abandoned his/her 
job. Occasionally, unforeseen circumstances may prevent 
punctuality, but employees are expected to adjust and maintain 
work schedules. Instances of tardiness will be discussed with an 
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employee by his/her supervisor, and a written account of events 
may be placed in the employee's employment record. 

Insubordination occurs when an employee refuses to perform 
tasks which are rightfully within the scope of his/her position. 
Outright refusal to do so, without proper justification, is 
considered insubordination. Insubordination may take other 
forms as well. For example, employees are expected to treat 
supervisors and the public with courtesy. 

These policies and procedures are not intended as an exhaustive 
guide for the conduct of all employees of the Eleventh Judicial 
Circuit, as defmed herein. 

Use of Property Policy 

Because the positions held by employees of the Eleventh Judicial 
Circuit are funded by different sources, the specific policies and 
procedures manual issued by the position's respective funding 
source should be consulted for a detailed description of the use 
of property policy. 

Acceptance of Gifts Policy 

The employees of the Eleventh Judicial Circuit shall not accept 
gifts, gratuities, favors, or loans from lawyers, vendors, 
organizations, or other third parties with whom they have official 
relationships concerning business of the Eleventh Judicial 
Circuit. This policy is not meant to prohibit the giving and/or 
receiving of gifts between and among employees and/or judges. 

Non-Solicitation Policy 

The policy of the Eleventh Judicial Circuit is that court 
employees' shall not solicit contributions for charities or civic 
projects during the course of a regular business day or while in 
court facilities or while representing the Eleventh Judicial 
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Circuit. Such prohibitions apply to the solicitation of in-kind 
donations as well as monetary contributions. 

It shall be impermissible for a court employee to use his/her 
position within the court system to advance his/her private 
interests or the private interests of others. For this reason, 
court employees shall not use court resources (including the 
court's e-mail network) to solicit donations or publicize the 
civic-activities or fund raising campaigns of other 
organizations. Neither shall any employee use the name or 
prestige of the court in the solicitation of funds regardless of 
the purpose. 

While on the job, court employees shall not solicit their court 
system co-workers to contribute to or participate in civic or 
charitable activities. At no time, shall court employees solicit 
contributions from lawyers or other persons likely to come 
before or do business with the court, since, by extension, it 
may violate the judicial code's prohibition against a judge's 
soliciting funds or permitting the use of the prestige of judicial 
office for that purpose. See Judicial Ethics Advisory Committee 
("JEAC") Opinion Number 93-29. 

Engaging in charitable activity after hours and away from the 
courthouse ordinarily does not create ethical problems for the 
court employee, so long as the employee does not use or "trade 
on" his/her position at the court in the activity or solicit 
contributions from frequent users of the court. The JEAC has 
cautioned that, to the extent permissible, all activities, such as 
fund raising, be conducted in a dignified and appropriate 
manner, without reference or contact with any individual 
judge, outside the courthouse and without any misuse of the 
prestige of the judicial office. Court employees of the Eleventh 
Judicial Circuit are further reminded that they remain subject to 
general provisions of the Florida Code of Ethics for Public 
Officers and employees regarding abuse of position, 
confidentiality, conflict of interest, political activity, and 
performance of duties. See e.g., Section 112.313, Florida 
Statutes 
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In general, court employees of the Eleventh Judicial Circuit 
shall observe high standards of conduct so that the integrity 
and independence of the judiciary is preserved. They should 
not engage in activities which unduly disrupt or interfere with 
conduct of official business. In assessing the advisability of all 
civic and charitable activities, court employees shall consider 
such factors as the likelihood that the organization's actual or 
apparent interests will come before the court, and whether the 
activity creates an appearance of bias or partiality. Thus, for 
example, if the activity took up too much time on the job, or if 
it was to benefit a frequent user of the court, it would be 
improper. Such restrictions are not intended to infringe upon 
the rights or liberties of court personnel, but to assist the court 
in (1) upholding the integrity and independence of the 
judiciary, and (2) avoiding impropriety by the personnel under 
the judge's direction and control. 

Should you have any questions regarding these guidelines, 
please contact the Office of the General Counsel of the 
Eleventh Judicial Circuit. 

Political Activities Policy 

No employee of the Eleventh Judicial Circuit shall use his /her 
official position or any of the resources of the Eleventh Judicial 
Circuit in support of or against any political candidacy, or in 
support of or against any political position or political cause. 
This policy shall not be construed to prohibit any employee of 
the Eleventh Judicial Circuit from being involved in political 
activities during his/her personal time. 

Because the positions held by employees of the Eleventh Judicial 
Circuit are funded by different sources, the specific policies and 
procedures manual issued by the position's respective funding 
source should be consulted for a detailed description of the 
political activities policy. 
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Acknowledgment of Receipt: 
Policies and Procedures Handbook for All 
Employees of the Eleventh Judicial Circuit 

This Handbook is intended as a guide for policies, procedures, 
benefits, and general information to assist you, the employee, 
during your employment with the Eleventh Judicial Circuit -
regardless of funding source. This Handbook may not be 
construed to, and does not create, any contract of employment 
for a dermite or particular term or period of time. In addition, 
the Handbook and policies and procedures contained therein are 
subject to change at the discretion of the Chief Judge and as any 
applicable law changes. 

* * * * * 

I acknowledge that I have received a copy of the Policies and 
Procedures Handbook for All Employees of the Eleventh 
Judicial Circuit of Florida. I understand and agree that nothing 
contained in this Handbook may be construed to create, or 
creates, a contract of employment for a specific term or period of 
time. 

I acknowledge that my employment with the Eleventh Judicial 
Circuit is, pursuant to §1!0.205(2)(c), Florida Statutes, an "at 
will" employment which is not covered under Career Service and 
that all employees of the Eleventh Judicial Circuit serve at the 
pleasure of the appointing authority and do not attain tenure 
rights. 

I also understand that it is my responsibility to become familiar 
with all the information contained in this Handbook and to 
adhere to its provisions. I may ask my supervisor or the AOC 
Human Resources Division to clarify any information in this 
Handbook that I do not understand. I acknowledge that this 
Handbook, as presented to me, applies to all employees of the 
Eleventh Judicial Circuit - regardless of funding source. I also 
understand that I am responsible for obtaining, understanding 
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and following any other handbook, manual or policies applicable 
to the position I hold and that I must bring any actual or 
perceived conflict between those policies and this Handbook to 
the attention of my supervisor and the AOC Human Resources 
Division promptly. 

Employee Signature Date 

Employee Name (Print) 

Employee Social Security Number 

HUMAN RESOURCES DIVISION 
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Miami-Dade County 
Office of the Inspector General 

Exhibit 2 
NRS Deferred Compensation Unforeseeable Emergency 

Distribution Application and Submitted Supporting Documentation 
Including Two Miami-Dade County Paychecks 

(Redacted) 
(9 pages) 
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:·· ·; Notionwlde' Deferred Compensation 
;.z:! Retirement Solutions 

o, -.,s,. Unforeseeable Emergency Distribution Application 
~~~~~~~==~~~~~==~ 
Information 

Unforeseeable 
Emergency 

To qualify for on unforeseeable emergency distribui!OI'\ you, or your spouss. or your dependent must expe~ence a 
severe tinonclol hardship !hot Is a res,ult or on extraordinary and unforeseeable event beyond your control that connot 
be relieved using funds ovailable rrom your checking, sovlngi. stocl:;t mvfuol h .. nds, s~:~curitis1, insuram:e, other asseh 
or by cea~ing your c:leferroh. 
Non-cppfovable evenh gene-taUy Include.: 
+ roulfne monthly expenses • annuallmt ~ablli.fy + purchcse of o cor + edvcotlon expanses 
+ mQf•rnity laove + lo!s of overtime/holiday poy • pu•chose of o home + electlve{c~meftc surge/'y' 
+ ~uto malntenonce + routine medical expenses t elective orthodontia + home mointenonce 
+ occumulotad credit card debt that is not due to ony events !hot ore exlrooreilnol"y' ond unfo~seeable end 

O.yono your eonlrol 
Please describe yovr, or your spouse's. or yol.lr Oepemdent's severe financial hcvdsrip. 

Jhij 5ev~re finoncld hQrdship must be Q r~un of ona of ~he folloWing: 
t · Illness of you, your spouse, or dependent 
t ACCidenJ 
+ Property loi!i due io casualty 
+ Olher similar e:dr('Jordlnory ond unforeseeable even: (seE!! Pion Do:;vm~nl} 

Please ellploin il'l detoil how the severe financial hc•dshlp Is o resvlt of one of the causes listed obove: 

(OS$ sf ..tllt.OO'!C., )!UJ to +0.! t.!t.l' -\MJ' ..\ !!All ~"{ 1ti"!!£U... ~0 b!'LIA 
-pu mmif<. Mi II\C.OM! Nt!J drcuffCAII¥ O.b\!"'0. 
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011 YoudMt· 

Deferred Compensation 
Unforeseeable Emergency Distribution Application 

Unforese'lable 
Emergency 
(continued) 

You must submit documenlatian to $Upport your request tor an Unfor1111oblu ~ergenr;y dlrtl'lbJJtlon, Phl!a,e s .. 
the exampl•a below for documentation that may be reqvlrel;l, 

Tt!ason RBCIUired Documentotlon 

D Proper1y ~oss 0 Offiolol Police Report Jwhere oppllcobleJ 
Due To Accident Cl ff fh~ portic;ipont has itJSIJI'OI'lce: o letter from the part!cipcnl's lmuronce 
/Ccsuolly company lndlcanng the amount covered by lnsuron<:e and deductible 

p 
cmount owed, or riQsom for no cov~roge. 
11 the poriicipont does not have Insurance: a signed statement from the 
porticiponl indicoling !hot they 00 not hove Insurance, 

Cl Detoned repoir estimate from o lieenstd mechonle lndlt:oting the make 
ond model of the vehicle In need of repolrs (lor outo repoio) 

D Delailed repair estimate trom a licensed contractor in dictating the 
specific cau~es of the damage to the participant's primory reside nco (fa' horne 
ropoioJ, 

0 Divorce/ Q Copy of the divorce decree or separation agreement. 
SepofOt:Or'l Cl See 111nvoluntory LOS$ of Income'', "legal Fee3", and ''Moving Expense~" 

sectlon.s below for supporling documentation. 

0 Repolr p See ~'Property Loss Due to Accident/Casualty" above. 
of Aufomob~e 

0 Imminent u Letter from the mortgage company lndlcaling a dollar amounl needed to 
Foreclosure/ prevent Imminent foreclosure or accelerofion on the participant's p(in'lOf'{ 
Eviction residence. 

0 Documentotil'll"' $hawing the property oddre!s of the loon under the 
threot of foreclosure. 

. p LeHer from the landlord/leoslng agency or court ort;lered eviction notice 
indicating the dollar omount needed to ,orevent imminent evict:On from primory 
residence 

D Cor Repossession p Leffer from the auto loon company Indicating o dollar amounl needed to 
prevent repossession of your primary outomobne 

LJ Funerol [U DetoUed !nvolce from o fJnerol home thot itemizes the cost of the funeral 

D 
expenses, 
Documentation regarding whether or not the deeeosed hod lifEI tnsiJronce 
and 1he amount of those benefits 

IJ Home Repal'/ u See "Property Loss Due to Accident/Casually" 
Modification 

p Medical/ [U If the- portlclponl has insurance: Explanation of Benefits forms from the 
Dantol/ in$vronce .:::ompony lndlc:.otlng Insurance coverage (or reasons lor no 
Prescrip~on coverogeJ, patient responsibility. ond <:lotes of service for orr charges, 
Expenses Cl If the parficioam do~3 nol have in.suronl':e: Detolled bills Indicating 

dotes of service for oil charges ond a signed ololemenllndlcallns !hot the 
participant does not hove insui"Qnc~. 

(j If the procedure could be c::onsidtfed OO$n"'etlc, a letter !rom a medical 
doctor/denrrot lndiconng !he reasons why the procedure is medically 
necessary. 

u Ufflity p Letter from the utll!ty c:ompcny Indicating the do!la; amount needed to 
Disconnection preven11mmlnent dlsc::onnecfion of th~ Q05, elec:trfc; or water $ervict~ of the 

portlclpanl's prtmary residence. 

IU Lsgol Fees 0 Signed attorney retainer agreement. ond/ar 
Cl Detailed list of costs ll'lcurred from the ottomey Indicating dates of service 

for all chorges 
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Unforeseeable 
Emergency 
(continued) 

:u MOVIng oxpenses 
~ 

Kento111ease agreement 
Cop!e5 of bt!ls/recelpts for moving expenses 

a Chnd support '-' '""""rom'"" <.nne ouppo~ moroemem "~~",n~y tndfcaNng amount or 
chilO support In orreor.s thof b owed to the portlc!pant. / 

[~ iOYOIUnTOty LO" tJ Lost ru• pay SIUD lnolco11ng reguror "" pay rare. 
of Income Leiter tram emptoyertndtcattng dates or employment and. UNPAID dole> of 

work missed due to lnvoluntory reasons. This mustlndicote any sick poy, 
vacation pay, worker's compensotlon. unemployment benems or any other 
form of compensotion received while out of work 

0 A two-year pay history must be documented with previous years W-2 terms. 
0 Doeumentoflon from unemployment office, if applicable. Documentction 

should lot date when benefill •fort and tho dollar amount you ore eligible I 
receive. 

Items lo keep In mlnd to prevent your request rrom belnQ delayed or denied: 
+ If your unf¢T$$9tQble emergency dl$frlbu11on Is QI,Je to a legal dt~p,ndant's sltuctlon. we will require a copy of 

the qualified depended worksheet to show dependency 
+ Documenlatlon bel11Q supplied from third pcrfles musf be on third porty'sletferhecd 
f The documentation proYided mUst ge1eraUy be dated within the previous 12 months 
+ Sign your appflcotion ond the tax forms provided fit Qpplir;:oble) 
• Pleose: ollow up to 10 doy5 for receipt ond review 

All Docvmenlation will be reviewed and does not gvarantee approval of yovr 
request. Please note that additional documentation may be requested. 

What dol101 omol)nt are you ·eque!ling9(App/lcottons without c stated raquttt amount cannot b~ opproved.} 

9058 

ACH RT 061000104 

'"------------

Remember to complete the direct deposit & tax 
information, and sign on the following page m 
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! : Nationwide' Deferred Compensation 
Unforeseeable Emergency Distribution Application 

!,d Retirement Solutions 
c., ttvr Silk 

Delivery 
Options 

Direct 
Deposit 
Information 

Tax 
Information 

Signal~re & 
Authorization 

DC•!106·0211 

If approved, how would you like your funds to be dellveredV (Pieose check oil that ore appllcobleJ 
o . Check- From dote of Issuance please allow 5-7 business days for receipt 
D/ Overnight- A $25.00 fee will be deducted from your account pro rota 
~ ACH- Please complete direct deposit information below 
Please Note: If nono of the above options are selected fund• will bolnued as o check and 
dllfrlbuted via •londord mall. 

Check only one option: o Checking Account o Savings Account 

Sank/Credit Union Nome Account Number 

ABA NUMBER (first nine digits ontyJ 1: /J I 1: 

Your ABA number appears at the bottom of your checks.b_etw_e_'l.nJhJl markings Indicated above. 
Bank or Credit Union Telephone Number: ( 

Note: Direct Deposit Is only oftered through members or the Aulomall¢ Clearing Hous~ {ACH). 
ts this account OSiocloted with a brokerage firm or other Investment firm? o Yes 1!1' No 
If yel, have you <:onflrmed thai the ABA and oecounl numbers ore correct? S"Yos 1:1 No 

Please note: You must Include o voided check II your ai•fribufion Is being sent to your 
checking account. 

All distributions are subject to federal, oppticoble stole end locol!Cixes. Federcllncoma Tax will be. Withheld fro.'Tl ycur 
poyM~nt os requir~d by the lntemcl ReveniJe Code. Payments will be reported on o l09~·R form. 

/ 10% dsfovlt tax whhho!dlng: U~e the default rote of 10% for federal To)(es (oil unfore5eeoble amirgency 
'WIIhdrowals will use o default rete of IO'r.. fot Federal Ta}lasj 

0 Use 10% d~fQVIt fa)( wifhholding and Increase distribution: Use the defou11 re~ta of 10% for Federal foxes ond 
increase the dO!rtbution to pay for the 10% lo< wHhholdlng. 

0 No Ta-:es withheld: Do not withhold Federal Taxes from my vttthdrawol. I will be llable for ell Federal Toxes thot 
moy result from !his withdrawal. 

0 Other percentoge withholding: I would like to rc ... e __ % Federol Taxe.s wllh"le!d frorr my dlstrlbvHon.(Fieose 
enter whole percentages ob~;~ve 10% only. By defoult, 10% l$ the minimvm federol Tox withholding ol'liount.j 

I verify fh(jf alllnformaflon provktad on this applicaHon It current, t.cmplttte, and cccuratl!l, I verJtt that my event 
may not b&. relieved u1lng Jundt available fram my checking. savlng.s, Hoekl, mutuQ) funds, secutiHs•. 
ln.surance, other anets or bv ceosln!:J my deferrals, 

I understand ft Is my responsibility to and I a;rae to maintain tha documentation supporting !his unforeneable 
&rhti'rgency reque~t. 

I undenland that these funds may no! be rolled Q'o'er Into an IRA, 401. 403(b), or ~;~nolhe-r 457 plan. 

I und&rJfand that Ill om still deferrin; fQ the Plan, my raquEtlf for unlor~1eeoble emerglilt'ley withdrawal may be 
denied. 

~ 
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Nationwide Retirement Solutions 
PO Box 182797 
Columbus, Ohio 43218·2797 
/hereinafter called Nationw,de) 

~Please 
Read 

Participant 
Information -

Bank 
Information 

C.23~·010& 

AUTOMATIC DEPOSIT AUTHORIZATION 
I hereby authorize my plan provider, hereinafter called Nationwide, to lniliate credit entries 
to my account indicated below in the financial institution named below. I specifically 
agree to hold harmless and not seek recovery against Nationwide, its officers, directors, 
employees and agents for any Joss which I may sustain due to the actions or inactions of my 
designated financial institution or the information contained In this form. The credit entries 
will represent payments due me under the Deferred Compensation Program. This program 
will begin within 45-60 days after receipt of this noffficotion completed and in good order, 
after which all payments will be made io my account within 3 business days following the 
withdrawal. By signing this form, I agree to direct my executors, administrators. or assignees 
to refu'nd any payments which ore mode for any period following my death so they may 
oe redistributed to my beneficiary if apolicable 

r-ome rOIOI.OCUnl)' NUmOOI umx 

::r Oi.tlt. /1A~'it 
mpioytr mp1oyo1 coao 

Ml:l!'l'll ~~e ~hi 
omo rnone Numoer l"~rKrnono Numoor . -

(!j D.5) 3/f'i • 733 /. 

NOTE: Your finonciollnsfftullon must be a member of the Automatic Clearin9 House jACH), Call 
your financial institv«on II you are unsure. 
mcrtCIO'r m1mU110n name 

Sun7r<.Ur ZlAtl~ 
mono/or ln!IIIUI/on """'e" 
1 ~out*!ess 1- .:1 rb Avtnu~ -# /~0 

"'IY r·· ... r~~··· Mn.m! PL ;;a/i~J· r'71b 
rnone Numoer 

(-'o5) 7M • ?~8"' 
For deposits lo your CHECKING ACCOUNT- cdlgc;h Q yo!ded check which includes your financial 
lnstltuHon's ACH automatic deposit routing number ond complete the following, Do not oHaoh a 
depo11! slip. 

jCnooKmg Accounr Numoer 

ror deposits to your -·attach your deposit slip or contact your flnanciallmtituno~ 
for the information below: 
DVII1{1S AOOOUnr NUmoer 

rlnanc/ar IR!mui/On HOUMP JrGnsil NUmoer 

~ understand that this cuthortzctlon will remain in fullt01ce ond effect during my lifetime. until 
Nationwide has received wriHen notification from me of Its termination. allowing ample time for 
Nationwide "((I! my financial in<lifuHon fo oct on it. 

Slpnarure offa orc11 pra 

~ r ~~ '".,fbi/ \._ l)iF ~( ~ 
v 
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:KilGtll.JU\ :ex:c: 3.588..66 
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STDLOWOP 

LtDLOWO~ 

CRUNION 
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RI!Y. "NIIMBl!:R: 81!169:!9 

BOUJI:LX ~= 44..86825 

~JI-Y .AJrQil:rV" ClU"lii:: 11J20l2D06 
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7-7D 

8.67 
650..00 

411.tS 

"'-'" ... ,. 
95.37 

7.1.51)..(10 

PAY DlL.'rE: Olimu.2A10 

~:.e:s.JOD :mm:um:o 0513DI.2810 

s~ VAm: <l910!1M997 

~~:_0.00 

Miasfon Sl:abnna ut "'Dellvedng excellont pc~blic s;orvice& th<~t addra&s our-cttomuntr.y•.ro tmsds and enh~e our quality of life" 
LEARN "JO SWIM PROGRAM. WWW.MIAMIDADE.GOVIPARKS . 
GET SAFETY TIPS FOR HOME & AWAYl SAFETY FAIR MAlN LIBRARY JUNE 17 

o r ~ I • • 

-: <'<-:. :
>>>:<< . . . . . . . ~ . . . 
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erwimnment before 
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:.m.;ID Acctll: 
January 1, 2011 - March 31, 2011 

·.:. ·qua~tE!r.IY.:R~·vr~~en_fR.ePO.r.t .! ·' '"·~ 
' .. ··, :: ; .• ~ .. - ...... ' ll. 

JOELLE H 1-\ASPIL 
CUS:JOMER SERVJCE: (BG6}986-4264 

{ESPANOL): (800)649.9494 
IDD: (800)1l48-0833 

Webslt&: -Www ..illi2mli1ade457 .com 
WrUe. us at: NATLONWIDE-RETJREMENT 

· SOt:.UTONS· 
PlaoBse feview yo~.~r statement c:a12tu11y. Cc)lJ'Ollc:tiPn$ may not: be. acce pi£...:1 
rrore than -45 days after thO cJoslng data Of "th& stateQ'I&l nl. 

PO BOX 1827'97 
COLUMBUS QH 43218-2797 

1\laliuJwid!f .-.lll.n>O:r&.S~Ourpcl"3!i<D. m11mblll" FltJ.RA. -...I,Qidfo~ Oinl,... 
t.l~~~~~"'"'"'rli6,.;;..,CIJI"j1CQlilan · . 

I Will ... Simplify My Life 
Considercombinil19 your IRA, 401{1<:), 403{b) and other 45-7 plan 
assets into this Plan aocount 

0 One account makes it easier to manage investments. 
0 One statement means less paperwork. 
h1 One set of fees, which may reduce costs. 
0 One point ol contact means laster access to ink>nnation. 
0 One source for managing retirernent distributions. 

To combine your retirement accounts, contact your Plan 
representative. Or call (866)966--4264. 
As.sats rolled from crharquamea plall aCCOUiltfsJ may be subje-ct ro .s.urf£1!ldeT charges, 
olherfees and/or a 10% !ax panelty if wifhdrawn beRlta age 59){ 
Jnfcrma1ion tinm Plan represenlafllfeS is fared[JCalionai purposes only and .is not Ultended 
as inwstmant advic&.. t'H:l-~~1} < ~--

Consider combining 
your otbereiigible 
retire01ent assets 
into tbts ;account. 

"---------------------- ··--- .. -·-

Quarte-rly A~tivit.Y, at a· 01~ nee. . ;·: 

BalanQe as of-D1-01-11 

Con1ribulionsfrrar~sfers In"" 
GaJn,(Loss)llnleresVDivldenQis. 
Witl\dmwaisfT ~ans.fers Ou 1 
Charges/Fees 

Balance as of 03-31-11 

•lnciUdas empJcyE!Ie and emi=~:Jyercontrlbut.ions, and uansfeus lniO 
thapla.n. 

457fbl Pian 

$7.11.0.35 

$0.00 
$249.8511 

$0.00. 
$0.00 

.$7,36'0.24 

"'-
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D Nllionwid•' 
Retir~ml!nt Solutions 

Acal#: 
January 1, 2011 • March 31, 2011 

• • ' c ~,.:_' ~t 
Quarterly Retirement Report : ', ' , 

' • • •' • o • I ... ~ 

JOELLE H HASPIL 
pi I · 1 • t • 

CUSTOMER SERVICE: (866)888-4284 
(E:SPANOL): (600)ti49-9484 

TDD; (600)ti4B-OS33 

Pie ase review your c;tateiTJSrrt QEI!ef\.llly, Correolj:ll'lr; may r'tlt be acee pled 
/TlOre tl"l'!ln 45 days atterthe c[os[.,~ dliltla oftha atahlmant 

Weball<: IW/W.miamloaQo457 .com 
W~te us at NATIONWIDE RETIREMENT 

SOLUTIONS 
PO BOX 162797 
COlUMBUS OH 4J216·2797 

N!llolffllde IIIVII!Inlm188111l~u Ceo-padrn, lnl~!·fiNAA,I~ MlrJ'l'g!n Orty: 
Na\IOM!di lf111nil'l'ffil e~- Caj!G"I'il,., 

I Wi/1 ... Simplify My Life 
Consider combining your IRA, 401(K), 403(b) and other 457 plan 
assets into this Plan account. 

0 One account makes it easier to manage investmenls. 
0 One statement means less paperwork. 
0 One set of fees, which may reduce costs. 
0 One point of contacl means faster access to information. 
0 One source for managing retirement distlibutions, 
To combine your retirement llCcounts, contact your Plan 
repressntatlve. Or call (866)986·4264. 
Assets rolled from c/hsr qualiffed p/•n accoupq•) m•y be subject to surrender charges, 
oilier fees and/or a 10%tox ponolty 1T wilhdrewn beiJreage 69!>. 
lnformolion from Pion represen~li""' ;, for oduca/ional puipOseS only end Is not/ntondod 
as investment advice. MIO-~MotDl~Dltl 

Trouble seeing your big 
retirement picture? 

' • ,•'•hi 

Quart~rly Activity at-a Glance , . .": ~.~~ 

Balanoo as of 01·01·11 

ContrlbuflonstTre~nefers In• 
Galn(Lo .. )nntoresVDivtdonds 
Withdrawalsffransfer> Out 
Charges/Fees 

Balanc; as or03-31-11 

"lnaludea. emploYee ard emp!Oyercontributiom, and tmnsfc~ Into 
\'nl! pl"n' 

Historical Performance 

el.i.o..Iw 
467(b)Pion 

. - ' " 
om 

8/19/1998 
Sh'JCe Joining 

$4,4SI.10 

lf applicable, it~lal13a!n~Loao) ,!;!nee Jolnlna" ln;::ludn amt r~d chtrsea 
agaln~t eore accounh lll'rd/Qr nnt "e& il!i'iOCill\aa wllh SW Dlrotled Optkln 
($DO), For ll'lfOJmlltleon !lb(lUt enet fafis, ~ontact your cur.tomor ~crvk:~ center. 

457(bl Plan 

$7,110.35 

fO,OO 
$249.B9 

so.oo 
~0.00 

$7,360.24 

Inside Your Statement 

,•' "' I. 

Achieving Your Goals ........................................ 2 
Aboul Your Money ............................................. 3 
Stalemont Details end Performance Results .... .4 
Plan Updat" ..................................................... 8 
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Munoz, Ileana 

From: 
Sent: 
To: 
Subject: 

Munoz, Ileana 
Monday, May 16, 2011 10:56 AM 
'Gonzales, Dan (GSA)' 
RE: NACo "Deminimus Rule" for Doman! NACo Account 

Thanks a million I She was calling the local#. Thanks! 

1 feana :'vluiioz 
Hunn11r l~esour<::es Manager 
fJevenlh Judrcial Cirwrl. lidllll!ll~!laliVll Oil ice of the CoiJI!s 
Hurnan f!esuLnces [);vision 
L E:.T CuullhousH Cwlcr 
17!1 NVV 1 ~~Avenue, Suiie 21'02 
rv11C~IH! r i :{)1;~f} 

305 <AD- f'Jb 1 
JiJ!) 34 ~J ?355 (r- ;:1x) 

f ''kHi imunoz@jud11.flcourts.org 

From: Gonzales, Dan (GSA) [mailto:dyq@miamidade.govl 
Sent: Monday, May 16, 2011 10:45 AM 
To: Munoz, Ileana 
Subject: RE: NACo "Deminimus Rule" for Domant NACo Account 

Ileana 

The w1foreseeable emergency is the only option. Has she been calling the toll 
free number in Ohio or calling the in house rep here? I've pasted the criteria 
from our web page below. 

You may be able to withdraw money from your account while you are still working if you have an unforeseeable emergency. An 

unforeseeable emergency is a severe financial hardship to the participant resulting from a sudden and unexpected illness or 

accident of the participant or of a dependent of the participant, loss of the participant's property due to casualty, or other similar 

extraordinary circumstances arising as a result of events beyond the control of the participant. The amount of money you could 

receive is limited to the amount necessary to relieve the hardship. 

From: Munoz, Ileana [mailto:IMunoz@jud11.flcourts.orgl 
Sent: Monday, May 16, 2011 10:26 AM 
To: Gonzales, Dan (GSA) 
Cc: Haspil, Joelle 
Subject: RE: NACo "Deminimus Rule" for Domant NACo Account 
Importance: High 

Hi Dan, Happy Monday! Joelle has been trying to reach the people from NACo and they don't return her calls I know they 
must be swamped. so this is why I'm coming back to you. 



Joelle Haspil is currently on a reduced work schedule wor~ing 10 hours each pay period. She has not made any 
contributions to deferred camp for several years, but her balance is around $7,500. Is there any other way she can access 
those funds? I know about the loans but I think it only gives her access up to 50% of the balance and she is in need of all 
the funds. What are her options? 

1 [eana ~Mufioz 
Hun 1a11 f~usouJ ces fvlanaoe1 
f:.ievt:·r;lh ,)u:i.<cicJI Cncur!. 1\dJllinJs!ro.!Jvc Olfiu: of the Courts 
1'-1iltli~Jtl He~:ource~: Divis!CHl 
I L 1 Cuurll1ou~k: Center 
1?~") NVv' -1'1 /-\venue, Surtc 2lU? 
M!l-JJ n~, F L ~n l 2B 

(·t' 'l.}Cl c"Ji r~ (L-- · ... t!,.)·,.r4~,-; ,_h,_l,; I dX) 

r ;nati imunoz@judi Ulcourts.org 

From: Gonzales, Dan (GSA) [mailto:dyg@miamidade.gov] 
Sent: Friday, May 13, 2011 9:04 AM 
To: Munoz, Ileana 
Subject: Re: NACo "Durmient" Account 

Ileana 

It's called the Deminimus Rule and the employee's balance must be under $5,000 and inactive (dormant) for 2 
years. 

Dan 

Sent from my iPhone 

On May 12, 2011, at 16:26, MuAf A±oz wrote: 

<imageOO 1.gif> 

Hi Dan, thanks for all the information you gave us yesterday, as always we learn something new every 
day. Yesterday you spoke about county employees who had a "durmient" account for over 2 years could 
access their funds without having to have end employment. Please let me know the process to accomplish 
this. I have an employee who just ask about access to her NACo account. She has not had deductions for 
a while now and needs to access her retirement funds. It is not a qualified emergency withdrawal but she 
needs the money. What is the procedure to access those funds and what paperwork needs to be 
submitted. Your assistance will be greatly appreciated. Have a great day!© 

JCeana !Munoz 

E:lcvePtll J; Jd;ci;11 C!!r:ttif /vlrninistraltve Office ot ihe Courts 

' 



H'nnar; f\e<~ou1n.•s Div1sion 

I [ r Cou1lhouse Centu 

1 i'b ~!VV 1 ''' i\VGP!J() Suite 2702 

fVIiiirTII. fT 33128 

'/f\il .. · ·~}!(}· 1..,-'H)I)' 1'f- 'lX'I 
o)".J·, ·r <.1 "--''-·' • C ~ 

E nw1! imunoz@jud 11.1/courts.org 
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(2 pages) 
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Munoz, Ileana 

From: 
Sent: 
To: 
Subject: 

Hi Ileana, 

Haspil, Joelle 
Monday, May 16, 2011 12:30 PM 
Muiioz, Ileana 
RE: NACo "Deminimus Rule" for Doman! NACo Account 

I already went across and returned the completed form for request under "loss of income". She says that they will be 
contacting the county to verify info. I'll keep you posted. 

From: Munoz, Ileana 
Sent: Mon 5/16/201110:26 AM 
To: Gonzales, Dan (GSA) 
Cc: Haspil, Joelle 
Subject: RE: NACo "Deminimus Rule" for Domant NACo Account 

. Hi Dan, Happy Monday! Joelle has been trying to reach the people from NACo and they don't return her calls. I know they 
must be swamped, so this is why I'm coming back to you. 

Joelle Haspil is currently on a reduced work schedule working 10 hours each pay period. She has not made any 
contributions to deferred camp for several years, but her balance is around $7,500. Is there any other way she can access 
those funds? I know about the loans but I think it only gives her access up to 50% of the balance and she is in need of all 
the funds. What are her options? 

J[eana 'Muiioz 
Hum8n 1\esourcns Manal)m 
E!evenlh Jud1c1al C11cuil, /1drninistrat1ve Offiue olllie Courts 
Human Pesources Divis1on · 
i r r CourliloUS() Center 
17h IWV 1 1 twnnue. Suite 2702 
ivlicnni. H 33128 
:lOb· 34 9 7:1:11 
'I)IC Cj() ,,,.,. ;F' •' J,_ ,__)-.1~ •• ·-r,1J~) 1 -ax; 
hnail imunoz@jud11.flcourts.org 

From: Gonzales, Dan (GSA) [mailto:dyg@miamidade.govl 
Sent: Friday, May 13, 2011 9:04AM 
To: Munoz, Ileana 
Subject: Re: NACo "Durmient" Account 

Ileana 

It's caiJed the Deminimus Rule and the employee's balance must be under $5,000 and inactive ( donnant) for 2 
years. 

Dan 

Sent from my iPhone 



On May 12,2011, at 16:26, MuAjA±oz wrote: 

<imageOOI.gif> 
Hi Dan, thanks for all the information you gave us yesterday, as always we learn something new every 
day. Yesterday you spoke about county employees who had a "durmient" account for over 2 years could 
access their funds without having to have end employment. Please let me know the process to accomplish 
this. I have an employee who just ask about access to her NACo account. She has not had deductions for 
a while now and needs to access her retirement funds. It is not a qualified emergency withdrawal but she 
needs the money. What is the procedure to access those funds and what paperwork needs to be 
submitted. Your assistance will be greatly appreciated. Have a great day! © 

I{eana :Munoz 
Human Resources Manager 
Eievenlil ,Judicial Circuit, AdrninislraHve Office of lhe Courts 
Human Resources Division 
L.E'l. Courthouse Center 
17!) NW 1•'' Avenue, Suite 2702 
M:arni, FL 3312B 
305-349-7J!j 1 
''0" "4° 7'3'-' (f' ) ,)•. !h1 .:;- .._ dJ -ax: 
Email imunoz@jud11.flcourts.org 

2 
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Exhibit 5 
Email Correspondence from AOC HR Manager to GSAIBAU Staff 
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(3 pages) 
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Subadan-Henry, Sharon (GSA) 

From: 
Sent: 

Munoz, Ileana [1Munoz@jud11.flcourts.org] 
Thursday, May 26, 2011 11:26 AM 

To: 
Cc: 

Gonzales, Dan (GSA); Subadan-Henry, Sharon (GSA) 
Garcia, Sandria; Haspil, Joelle 

Subject: RE: Joelle Haspil Ee ID# 28486 

Importance: High 

Hi Dan and Sharon, I was contacted by Joelle and she was going to withdraw !he request. Is there anything she needs to 
do to cancel the disbursement request? 

Ifeana :Jvl.uiioz. 
Human Resources Manager 
Eleventh Judicial Circuit, Administrative Office of the Courts 
Human Resources Division 
L.E.T. Courthouse Center 
175 NW 1st Avenue, Suite 2702 
Miami, FL 33128 
305-349-7351 
305-349-7355 (Fax) 
Email: imunoz@jud11.flcourts.org 

Attention: The information contained in this E-mail message may be privileged and confidential under Fla. R. Jud. Admin 2.051 (2002) information 
intended only for the use of the individual(s) named above. If the readerofthis message is not the intended recipient, you are hereby notff!ed that 
any dissemination, distribution, or copy of this communication is strictly prohibited. If you have received I his communication in errot; please contacl 
the sender by reply E-mail and destroy all copies of the original message. Than!< you 

From: Gonzales, Dan (GSA) [mailto:dyg@miamidade.govl 
Sent: Wednesday, May 25, 2011 5:05 PM · 
To: Mufioz, Ileana 
Cc: Garcia, Sandria; Mufioz, Ileana 
Subject: RE: Joelle Haspil Ee ID# 28485 

Ileana 

We are still waiting for a response to our inquiry so that we can notify NRS 
about Ms. Haspil and they can adjudicate her UE emergency application. As 
indicated below, we are trying to determine the reason for the reduction in 
hours. 

Thank you 

Dan 

From: Subadan-Henry, Sharon (GSA) 
Sent: Friday, May 20, 2011 4:11 PM 
To: Mufioz, Ileana 
Cc: Garcia, Sandria; Gonzales, Dan (GSA) 
Subject: RE: Joelle Haspil Ee ID# 28485 

1 



Ileana: 

You provided us with an approval for the reduced hours, however, it does not state the reason (required by Nationwide) 
for the approval. Why is Ms. Haspil approved for the reduced hours? 

Her request to nationwide is pending the requested information. Thanks 

Sharon M. Subadan, Sr. Employee Benefits Specialist 
Miami-Dade County, General Services Administraiion 
111 NW 1st Street, Suite 2340 
Miami, FL 33128 
305-375-3375 (Phone) 305-375-1368 (Fax) 
wwww.miamidade.gov 
'tDefi.ven'ng P.Jrs:e{{ence P,'f)ery tDay" 

Miami-Dade County is a public entity subject to Chapter 119 of the Florida Statutes concerning public records. E-mail messages are 
covered under such laws and thus subject to disclosure. 

From: Munoz, Ileana [mailto:IMunoz@judll.flcourts.orgJ 
Sent: Friday, May 20, 2011 2:03 PM 
To: Subadan-Henry, Sharon (GSA) 
Cc: Garcia, Sandria; Gonzales, Dan (GSA) 
Subject: Joelle Haspil Ee ID# 28486 
Importance: High 

Hi Sharon, Joelle Haspil was approved to work the reduced hours on May 31, 2010, please see attached. 

I {eana ?o1. uiioz 
Human Resources Manager 
Eleventh Judicial Circuit, Administrative Office of the Courts 
Human Resources Division 
L.E. T. Courthouse Center 
175 NW 151 Avenue, Suite 2702 
Miami, FL 33128 
305-349-7351 
305-349-7355 (Fax) 
Email: imunoz@jud11.flcourts.org 

From: SHY@miamidade.gov 
Sent: Thursday, May 19, 2011 4:12PM 
To: Munoz, Ileana 
Cc: Gonzales, Dan (GSA) 
Subject: Joelle Haspll Efd 28486 

Ileana: 

We have a request from Nationwide Retirement Solutions (NACO) for Loss of Income verification for Joelle Haspil. 
Please state the reason for her loss of income from pay period ending June 13, 2010 to present. She has been paid for 
ten hours only, each pay period since July 2010. 

Thanks 

Sharon M. Subadan, Sr. Employee Benefits Specialist 
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Miami-Dade County, General Services Administration 
111 NW 1st Street, Suite 2340 
Miami, FL 33128 
305-375-3375 (Phone) 305-375-1368 (Fax) 
wwww.miamidade.gov 
'IJ)euvering 'b;.ceffimce 'Every Way" 

Miam1~Dade County is a public entity subject to Chapter 119 of the Florida Statutes concerning public records. E-mail messages are 
covered under such laws and thus subject to disclosure. 
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. ·. 
·' 

March 3, 2010 

Ms .. Vivian Petez-Pol!o 
Director 
Mediation/Arbitration Departruent 
Eleventh Judicial Circuit 
73 W. Flagler Street, Room 1801 
Mimm, Fl. 33130 

Dear Ms. Perez-Polio: 

I am respectfully requesting that I be pennitted to work a redured hour schedule of20 
hours per month commencing on June 1, 2010 throusJ;l September 1, 2011. 

Your COJJSideration of tlris matter at yow: earliest convenience would be greatly 
appreciated. 

Joell as 
Dir tor 
County Court Mediation 
Eleventh Judicial Circuit 
Dade County Courtho\llle 
73 W. Flagler Street, Room 1701 
Miami, Fl. 33130 
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·. JUN. 10.2011 !2:47PM 
" ·· Administrative Office of the Court 

Issue Sheet 

NO. 573 P. 5 
By: Sandy Garcia 
March 18, 2.010 

)> Full time employees are eligible for health benefits regardless of the number of hours 
worked in a pay period. A reduced work schedule is not a qualifying event for canceling 
health benefits; therefore, Joelle will continue to be eligible for health benefits and will not 
be able to cancel the coverage until the annual open enrollment period (November 2010; 
effective January 2011) 

:» A full time employee who works a part time schedule forfeits the following: 
o Leave accruals- an employee must work a minimum of 40.25 hours per pay period 

to earn leave 
o Holidays- an employee must be In full (8 hours) pay status the day before and after 

a holiday. Therefore, holidays will be forfeited. 
o Holidays include: Official court, floating and birthday holidays 

Other Requests: .Over the years, other employees have requested and have been approved 
reduced worK schedules. 

o Gary Neuman- Date of hire: 8/1/1990 
11/4/1991 -Changed from part lime to full time; worked 30 hours/week 
(reason unknown) 
11/3/1997- Changed from full time to part time; worked 30 hours/week 

- 7/1/2004- Article V Revision 7 transition to state employment; part time 
position budgeted at 30 hours/week 

• 9/2004 to 04/2005 -same part time position; worked 35 hours/month 
5/2006 to 10/2007- same part time position; worked 16 hours/month 
10/31/2007 ·resigned 

o Alina Perez..Sheppe- Date of hire: 1/22/2003 
7/1/2004 to 6/30/2005- approved a reduced schedule for education leave 
for doctoral internship; worked 10 hours/week. 
1/7/2008 ·resigned 

o Isabel Perez-Morina- Date of hire: 6/18/2002 
· 9/1/2005 to 8/31/2006- approved a reduced work schedule for education 

leave for doctoral internship; worked 20.5 hours/week 
• 911/2006- 8/31/2007- approved extension of education leave to complete 

clinical hours required for licensure. 
12/1/2006- resigned 

o Timothy Coffey- Date of hire: 10/11/2005 _ . 
- 4/23/2007 to 4/22/2008 - approved a reduced worK schedule to assist Judge 

Steve Leitman In his role as Special Advisor to the Chief Justice on Criminal 
Justice and Mental Health; worked 32 hours/week. Tim received 
compensation for his time from DCF. 

· 4/23/2008 to 8/1/2008- approval extended. 

Approval: The Chief Judge has the discretion to approve Ms. Haspil's reduced work schedule. 
Miami-Dade County requires written approval from the Chief Judge. The memorandum must 
include the approved sche~~lle and the hours that shall be without pay. 

AP~j~ Yes / Denied 

;-. ~~ J,t/c.7o 
Sandra M. Lonergan ~ Joel H. Brown Date 
Trial Court Administrator Chief Judge 

S:\MyFiles\Word\HRIJ Haspil Requestior PT Schedule 03 2010.doc 3/18/2010 



JUN. 10.2011 !2:47PM 
.. Administrative Office of the Court 

Issue Sheet 

NO. 573. P. 4 
By: Sandy ~.:~arc1a 
March 18, 2010 

Issue: Joelle Haspil, Director of County Court Mediation, has requested a reduced work schedule 
from June 1, 2010 to September 1, 2011. Her worK schedule would be reduced from 40 hours per 
week to 5 hours per week (80 hours biweekly to 10 hours biweekly). 

Ms. Haspil has been en employee of the Eleventh Judicial Circuit for approximately 28.5 years 
(excluding short breaks in service). She will reach 30 years of service with the Florida Retirement 
System (FRS} in September 2011. 

Ms. Haspil has been offered employment with the Federal Courts as a Court Interpreter; an 
opportunity she's been seeking for many years. The employment is scheduled to commence June 
1, 2010. 

Ms. Haspil has accepted the Federal Court's employment offer, but wishes to stay employed on a 
part time basis with the Eleventh Judicial Circuit. Her continued seiVice with the Stale Courts for 
an addi!ional15 months will allow her to reach full retirement servide with the FRS. 

Work assignment: If approved to work a reduced schedllle, Ms. Haspil's duties and 
responsibilities will include the following: 

)> Saturday mediations 
> Coordination of vo.lunteer mediators 
)> Coordination of work schedules and assignments for county funded part time mediators 

Vivian Perez Polio will assume direct supervisory responsibilities over Joelle's staff which includes 
part time mediators, contract mediators and administrative support staff. 

Adjustment and Savings: If approved, Ms. Haspil's work schedule, leave accruals, and benef~s 
would be adjusted accordingly. The reduction in work schedule would generate a significant 
savings to the court's county budget in FY 09/10 and FY 10/11. 

)> If Ms. Haspil works a full time schedule thru 5/30/2010, her leave balances will be as 
follows: · 

o Annual 275.00 Sick 429.50 

As long as Ms. Haspil remains in a full time budgeted pos~ion, she will be eligible to receive 
a payout equivalent to 1 00% of her annual and sick leave based on the hourly rate at the 
time of separation. (704.5 total hours X $44.86"' $31 ,604; excluding fringes) 

)> FY 09110 

Judicial Support Administrator 3 
October 1 through May 31, 2010 (FT) 

June 1 through September 2010 (PT) 

FY 10111 

Budgeted: 
Expense: 

Expense: 

Savings: 

Judicial Support Administrator 3 Budgeted: 

October 1 through September 2011 (PT) expense: 
Leave Payout (Annual and Sick) Ex~ense: 

Savings: 

$120,693.00 

($83,557.00) 

($7,383.00\ 
$29 753.00 

$120,693.00 

($23,995. 92) 
($38,353.00) 

$58,344.08 

All fl'gures include fringes (FICA. MICA. Retirement, Life Insurance, and Health Insurance) 

S:\MyFiles\Wotd\HR\J Haspil Reques1 for PT Schedule 03 2010.doc 3118/2010 
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JUN. I 0. 2 0 II 12: 4 6 PM NO. ?73 

MEMORANDUM 
ADMINISTRATIVE OFFICE OF THE COURTS 

To: Ileana Mufioz 
Human Resources Manager 

From: Sandria Garcia~ 

'~"Office of Cooperation" 

Date: Marc b. 22, ZO 1 0 

Subject: Joelle Haspil- Request to 
Work a Reduced Schedule 

P. I 

Ms. Joelle Haspil has requested pennission to work a reduced schedule of twen'ly (20) hours per 
mo11th commencing June 1, 2010 through September 1, 2010. 

Ms. Haspil has been an employee of the Eleventh Judicial Circuit for approximately 28.5 years 
(excluding sb.ort breaks in service). She will reach 30 years of service with the Florida 
Retirement System (FRS) in September 2011. 

Ms. Haspil has been o:ffered employment with the Federal Courts as a Court lnterpreter; an 
opportuni'ly she's been seeking for many years. The employment is scheduled to commence 
June 1, 2010. Ms. Haspil has accepted the Federal Court's employment offer, but wishes to stay 
employed on a part time basis with the Eleventh Judicial Circuit. Her continued service with the 
State Courts for an additional15 months will allow her to reach full retirement service with the 
FRS. 

Work assignment: If approved to work a reduced schedule, Ms. Haspil's duties and 
responsibilities will include the following: 

J> Saturday mediations 
J> Coordination of volunteer mediators 
J> Coordination of work schedules and assignments for county funded part time mediators 

Vivian Perez Polio will assume direct supervisory responsibilities over Joelle's staffwhlch 
includes part time mediators, contract mediators and administrative support staff. 

Adjustments and Savings: If approved, Ms. Haspil' s work schedule, leave accruals, and 
benefits would be adjusted accordingly. The reduction in work schedule would generate a 
significant savings to the court's county' budget in FY 09/10 and FY 10/11. 

J> If Ms. Haspil work.s a full time schedule thru 5/30/2010, her leave balances will be as 
follows: 

o Annual 
o Sick 

Sandria Garcia 

275.00 
429.50 

Chief Deputy Court Adminlstraror 
Administrative Office of the CoUrtS 
17 5 NW l" Avenue, 30" Floor 
Miami, Florida 33!2S 

VISIT OUR WEB sm WWW.JUD!l ncOUR'!S: ORG 

Phone (305) 349-7357 
FAX (305) 416·0921 

C:\Documents and Settings\slonergan\Local Settings\ Temporary Internet Files\Content.Outlook\Y4LLHHB9\J Haspil Req to Work 
Reduced Schedule 03 2010.doc 



JUN. 10.2011 !2:46PM 

Ileana Mnfioz 
Page 2 of3 
March 22, 2010 

NO. 573 P. 2 

As long a.s Ms. Ha.spil remains in a full time budgeted position, she Will be eligible to 
receive a payout equi<Valent to 100% of her annual and sick leave based on the hourly rate 
at the time of separation. (704.5 total hours x $44.86 "'$31,604; excluding fiinges) 

~ Amy Negri1:1 confitmed the savings calculations below are accurate assuming the 
employee's base pay does not change. Although the employee will be paid less biweekly 
based O!l the reduced schedule, maintaining the current base pay will ensure these savings 
will be realized and the position will continue to be budgeted at the full amount. 

FY09/l0 
Judicial Support Administrator 3 
October 1- May 31,2010 (FT) 

June 1 -September 2010 (PT) 

FY 10/11 
Judicial Support Administrator 3 
October 1 - September 2011 (PT) 
Leave Payout (Annual and Sick) 

Budgeted: 
Expense: 
Expense: 
Savin s: 

Budgeted: 
ExpeDSe: 
Expense: 
Sav.ings: 

$120,693.00 
($83,557.00) 
($7,383.00) 
$29153.00 

$120,693.00 
($23,995.92) 
($38.353.00) 

$58,344.08 

AI/ figures include .fringes (FICA, MICA, Retirement, Life Insurance, and Health 
Insurance) 

~ Full time employees are eligible for health benefits ~egardless of the number of hours 
worked in a pay period. A reduced work schedule is not a qualifYing event for canceling 
health benefits; therefore, Joe!Je will continue to be eligible for health benefits and will 
not be able to cancel the coverage until the annual open enrollment period (November 
2010; effective January 2011) 

~ A full time employee who wol'ks a part time schedule forfeits the following: 
o Leave accruals- an employee must work a mlnimum of 40.25 hours per pay 

period to earn leave 

Sandria Garcia 
Chief Deputy Court Administrator 

Adminisl:r8tive Office ofthe Couns 
17:i NW 1" Avenue, 30" Floor 
Miami, Florida ss 128 

YJSJT OUR Wl'iD SITE www amf/,FLCOUJJTS QUi 

Phone (305) 349-7357 
FAX (305) 416-0921 

C:\Documents and Settings\slonergan\Looal Setlings\Temporary Internet Filp,s\Content.Oullook\Y4LLHHB9\J Haspil Req to Work 
Reduced Schedule 03 201 O.doc 



JUN. 10.2011 !2:46PM NO. 5 73 P. 3 

o Holidays- an employee must be in full (8 )lours) pay status the day before and 
after a holiday. Therefore, holidays will be forfeited. 

o Holidays include: Official court, floating and birthday holidays 
Ileana Muiioz 
Page 3 of3 
March 22, 2010 

Other Requests: Over the years, other employees have requested and have been approved 
reduced work schedules. 

Approval: TI1e Chief Judge has the discretion to approve Ms. Haspil's reduced work schedule. 
If approved, written approval from the Chief Jt1dge must be forwarded to the co\lllty. The 
memorandum must include the approved schedule and the hours that shall be without pay. 

This memo setves to document the WJitten approval of the persmmel action. 

If you have any questions, please feel free to call me. 

~· t~A/to 
A~ctor Admmi-"'"'"::t: 
S ·a Garcia, Chief Deputy Court Admini 
Human Resources Director 

Sandra M. Lonergan, Trial Court A 

~~ tjfjdotP 
~ rown;chiefJudge 

Sandria Garcia 
Chief Deputy Court AdminiStrator 

Administrative Office of the Courts 
175 NW 1" Avenue, 30"'Floor 
Miami, Florida 33l28 

VISIT OUR WEB SITE B'WW,JuPII.FLCQURWQRG 

Phone (305) 349-7357 
FAX (305)416-0921 

C:\Documents and Settings\siQnelgan\Local SeHings\Temporary Internet F~es\Content.Outlook\Y4LLHHB9\J Haspil Req to Work 
Reduced Schedule 03 201 O.doc 
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ELEVENTH JUDICIAL CIRCUIT 
OUTSIDE EMPLOYMENT FORM 

REQUEST FOR APPROVAL OR NOTICE OF DISCONTINUATION 

Please check appropriate request type: 

Request for Approval: L (Please complete Pan 1, 2 and 31 
Outside Employment Discontinued: (Please complete Part 1 illld Part 3 only) 

&rlrlla.,... 
Employee 1\Jame: _ _::::f:.:'O::::ISI::..-:16~-~~+n~~fl-~----Title: l:>i'illQOf 
Immediate 
Supervisor; V0060 a~z...- P~~lo 
Business 

Status: Fff 0 PIT Q(' Division: 

Please provide the following Information for the proposed outside employment. 

Name of Company/Organization: LI!>Wfl) :Pflhis JJ>I$ITict &rwt .:Y6W1iem jJI~ti& of- fj(Jf'{'D;4 

Job Title/Responsibilities : 

Address: --!:JfU<tro~tJ~. .ll!M!.!:' 7Jrti'WL'-i_...tlh-m.u.IJ.Jlll~t:.,_..M.~&l:JIUU..I ,....!ft.!.f..___.a.,.6<.LI ZB=-. __ Telephone: £~o£) 5?;3 -6.t.2. 0 
Work ' 

Start Date: _::_"..!.:/O:.!I~/t.::,'O _____ Schedule: ..!!.B~:3~o:._~_,.!j'~:lfD:::...,,-----;~-----.'<~-
Total Hours per Week: ,10 Will this employer release you if and when you ves:{6 No 0 

__ 'i.:._ ___ are called for emergency service by the Court?. 

Date 

;f/tr/W!V 
Date 

ffrJ/t-Qt{) ~ 
Date 

'( f,J· /0 
Date 

i/;//;v 

• a 

outside employment is Discontinued, please 
and forward to the AOC Human Resources 

Approved: Yes <if No 0 

Approved: Yes Q3 No 0 

Approved: Yes f/"' NoO 

Approved: Yes G-"/No 0 

Once Form is approved, a signed copy will be forwarded to employee via email. 

S;\MyFnesiWord\lllook Forrns\Re<juesl for Ou~ida Employment Form Reviso<i2008 12 29.doc 


