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WELCOME

We are glad vou 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-oriented organization.
We have many people ready to help you make it a fulfilling and
successful career experience. '

Sincerely,

-

Joseph P. Farina Ruben O. Carrerou
Chief Judge Court Administrator
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GENERAL POLICIES AND
INFORMATION

About the Eleventh Jugdicial 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.

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
Miami-Dade County.

The employees of the Eleventh Judicial Circuit are exempt from
the State of Florida Career Service System under Chapter 110,
Florida Statutes. All eroployees of the Eleventh JTudicial Circuit
are at-will employees and serve at the pleasure of the appointing
authority and do not attain tenure rights.



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 upiform and comprehensive system of personnel
administration with the Eleveath Judicial Circuit. Questions
about the Handbook and the policies and procedures contained
herein should be direcied 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 immediately.

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.

o i

Americans With Disabilities Act (ADA) Policy

The Eleventh Judicial Circuit is commitied to providing equal
opportunity in employment to all qualified individua_ls,
specifically including, for example, qualified ndividuals wn_:h
disabilities. The Eleventh Judicial Circuit employs, advances in
employment and otherwise treats qualified individuals without
regard to disability in all employment practices including the
following: employment, promotion, demotion or iransfer,
recruitment, advertising, layofis 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 essential 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
individuals do not pose a direct threat o the health 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
whorn they interact in ordinary workplace contact. Employees
with questions or comcerns about safety or life-threatening

llnesses are encouraged to contact the AOC Human Resources
Division for more information.

Equal Employment Opportunity (EEQ) 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 virtie 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 law, and

strictly follow the anti-harassment policy described in this
Handbook.

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 apy 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 relatmg to an
individual’s race, color, religion, gender, age, national origin,
apcestry, sexual orientation, handicap, disability, marita],
parental, veteran status or any other criteria protected by law.
Sexual barassment 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 unlawfill 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, mamntal, parental, veteran status or any other criteria
protected by law 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 immediate supervisor
and, orally or in writing, state the specific details of
the harassing behavior. If you prefer, you may
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report such behavior directly to the Director of the
AQOC Human Resources Division or any of the
Intake Officers appointed by the Chief Judge.

B. 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 first 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
immediately 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 QOrder 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.

A, Intake Officer

The Chief Judge shall appoint an intake officer who shall be
responsible for receiving and documenting complaints of
discrimination 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 2 prominent place
with this procedure.

B. Procedure

1. Al 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 bas been a
victim of discrimination, should report the matter m
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 thereafier. 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 Resources Division.
The Chief Judge, or his or her designee, may attempt to
resolve the complaint mformally, 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 mvolved,
may recommend alternative dispute resolution as a
method for resolving the complaint. Alternative dispute
resolution may be initiated at any stage of this

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. procedure are confidential to the extent provided by Rule 2.051
of the Florida Rules of Judicial Administration, which in its
4. If an investigative officer(s) is appointed: current form provides for confidentiality and sets forth the rules

a. The mvestigative officer(s), who can also be the
intake officer, shall: D. Complainant’s Other Rights
{L
i.  Interview the complainant concerning the nature and The complainant retains the right before, during, or after the b
facts of the complaint. proceedings to seek remedy outside the court’s internal :
procedure as provided by law. The complainant may file a
il. Imterview the officer or employee against whom the charge with the Equal Employment Opportunity Commission
complaint is made to obtain his/her understanding of (“EEOC™), or with the Florida Commission on Human Relations
the complaint, and his/her perception of the facts of (“FCHR”). The EEOC may be reached toll free at (800) USA
the complaint. The officer or employee against EEOC. The FCHR may be reached toll free at (800) 342-8170.
whom the complaint is made may prepare a written These telephone numbers are subject to change by the respective
response to the complaint. agencies.
iil. Interview apy witnesses as the investigative E. Judicial Qualifications Commission
officer(s) deems necessary. '
) Additionally, the Judicial Qualifications Commission, under
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

regarding any public access to records.

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

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

address and telephone number are subject to change.

8




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 Sireet, Tallahassee, Florida 32399-2300, and may
be reached at (850) 561-5600. This telephonc number and
address are subject to change.

G. Records

Records of complainis 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-Emplojlfnent 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
Jor 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.
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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 donme 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
tampering 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 mimmum
of twelve (12) months from the date of rejection.

Injury Reporting Policy

All employees of the Eleventh Judicial Circuit shall immediately
report an injury to himself/herself or to another employee or 1o a
third party, including exposure to potentially hazardous
substances, to his/her immediate supervisor or to the AQC
Human Resources Division. In all situations, if the injury is
serious or life threatening, employees should request
immediate medical assistance by, for example, calling 911.

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
conirol 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, Meiro-
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 m 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 persoms possess identification badges issued by the
Administrative Office of the Courts. Although this policy
authorizes a bypass of security screening, it does not authorize
Agssistant 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 eniry to court facilities. The
discovery of illegal weapons or coniraband as described m
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 defined
herein pursuvant 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 mmust
condnct 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 firearms 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 wilifully 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 Mijami-Dade County,
Florida, in order to protect court personnel and members of the

public and to ensure the peaceful and crderly 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 1o 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 bas 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 factnal
information on all matters of interest about the Eleventh Judicial
Circuit. All employees of the Eleventh Judicial Circuit, as
defined 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
Lijaison & Public Relatiops.

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 I 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 1o 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, mcluding 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 Judicijal
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
8:00 a.m. to 5:00 p.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 (FMILA)
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 iotal of 12 workweeks in any 12 months
because of the birth of a child and to care for the newbom 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
healih 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
continuons) 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
FMILA. leave are discussed below.

Types of FMLA Leqve 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 Joco paremtis 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 Joco parentis,
who is either under age 18, or age 18 or older and
ncapable of self-care because of a mental or physical

disability.

FMIA 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 biclegical, adopted, foster or step-child,
or a legal ward.

FMLA Serious Personal Illness Leave - Leave needed
by the employee because of his or her own serious health

condition (as defined by law). This category inciudes
job-related injuries.

ig

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 sertous 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.,
Alrheimer’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 continning treatment to allow the
employee to take leave under this policy. Therefore,
unless complications arise, the following are not
considered “serious health conditions™ for purposes of
FMLA: the common cold, influenza, ear aches, upset
stornach, 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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Duration of FMLA Leave

In General - Eligible employees are entitled to a total of
12 weeks of FMLA. leave during any “rolling” 12-menth
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, 1s not entitled to
additional FMLA. leave until January 5, 2000, at which
time the employee is eligible to request an additional six
(6) weeks of leave.

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 I[llness
Leave or Serious Personal Illness Leave may be taken
intermnittently, 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 of leave, 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 treatment, employees must iry 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 Elevenih 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 thereafier (within 1 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 of leave time so that they may adjust the
workload and other schedules. Failure to apply mn 2
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, 1t will be approved only for a specific period
of time. If further leave becomes necessary, the
employee must 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 Cerfification of
Health Care Provider form (available from the AQC
Human Rescurces Division) whenever the need for such
leave is foresecable. In cases in which the need for leave
18 not foreseeable, a Certification of Health Care
Provider must be provided within fifteen (15) calendar
days of the request or ag soon as reasonably possible
under the circumstances. Failure to provide this required
medical certification may result in denial of leave, denial
of continnation 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 confirm that
the leave qualifies as FMLA Parental, Serious Family
Illness, or Serious Personal Iliness Leave, or the
Eleventh Judicial Circuit will have requesied 2
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 confirming the
leave qualifies under one of the FMLA leave provisions,
the preliminary designation will become final, If the
employee fails to provide information necessary to
confirm 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 TIudicial 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 ireatment,
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employees should consult with their supervisors and
attempt to schedule the treatment so as to minimize the
impact of the empioyee’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 meed for
FMLA leave when the need for such leave is foreseeable
may result in denial, rescheduling, or delay of the leave
uniil thirty (30) days afier 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 first, 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 ien
(10) days pror to the agreed return date to inform
himvher of the employee’s status and inient to return.
An employee’s failure to keep the Eleventh Judicial
Circuit advised of the employee’s status and intent 10
retumn 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 mjury of
three (3) or more days. Certification may be required,
however, in other instances depending upon the
individual circumstances mvolved.

Written verification may be required from the employee
for any FMLA 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 of leave the
ernployee has taken.

On return from FMLA leave, an employee is entitled to
be retumed 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
reinstaternent even if the employee has been replaced or
his/her position has been restruciured 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 FMLA
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 anmual 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 belng 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 fitness-for-duty
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ceriification may result in denial of reinstatement until
this certification is provided. An employee desinng 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 1o 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 FMIA 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 geperal philosophy. Each
situation involving potential discipline, up to and including
termination, presents its own unique circumstances and
considerations; therefore, each situaiion 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 anthorized 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 mo 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 conirolled 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
defined herein, are prohibited from using alcohol during 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 defined 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 dispuptive behavior may include, but is not
limited to, oral or written staiements, 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 barm 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 mot 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 immediate supervisor or to
the AOC Human Resources Division.

Emergency Situations

In all situations, if vielence 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 gam.

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
Divisicon.

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 conceming the work product of
any judge, law clerk, staff attomey, 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, impounded or
communicated in camera, and information offered in grand jury
proceedings, pre-sentencing reports, dependency cases, or
psychiairic 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 Flonda 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/Intranet 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 Intemnet/Intranet 1s to be used as a business tool for

reasons that are necessary for the accomplishment of an
employee’s job assignments.

1. 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 c¢an 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 expliciti materials, or
materials that include profane, obscene, or
discriminatory content is strictly prohibited.

4. Data and files on the Internet musi 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 mon-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, commmunity
activities, career advancement, and personal
enrichment. It is imperative that common sense be used
mn 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 future 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
aeeess sueh e-mails as provided for m 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.

1. 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/ftitle; place of
employment or affiliation; and telephone npumber.

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

a, Sending non-Circuit sponsored solicitations,
including, but mnot limited to such things as
advertising the sale of property or other commercial
aciivities;

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 cairy 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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3.

4.

whether intended to be serious or humorous;

f. Sending communications reflecting or containing
chain letters; iliegal 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 communications promoting political
positions or actions;

b. Sending communications In a manner inconsistent
with guiding ethical statements and accepied
community standards or which violate laws,
regulations, court rules, or codes of professional
conduct applicable to particular users.

Employees must respect the confidentiality of other
individuals’ electropic communications. Except in cases
in which explicit authorization has been granted -by
Eleventh Judicijal Circuit management, employees are
prohibited from engaging in, or attempting to engage in:

a. Monitoring or intercepting the files or electronic
communications of other employees or third parties;

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

¢. Using other people’s log-ins or passwords; and

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

No e-mail or other electronic communications can be
sent that attempts to hide the identity of the sender or
represent the sender as someone else.
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10.

11.

Electronic media and services should not be used in a
manner that is likely to cause network congestion or
significanily hamper the ability of other people to access
and use the system.

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.

The Eleventh Judicial Circuit does not intend to
routinely monitor the conients of e-mall messages.
Nonpetheless, users should expect that electronic mail

messages may be accessed by anthorized supervisors or
System Administrators with or without the permission of
the employee.

Any requests for access to the contenis 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.

Individual wusers 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.

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.

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

. All e-mail accounts must be established, terminated or

transferred through CITeS after notification from the AQC
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. writien 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 find a description of the policies 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 telecommunijcations 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 formns
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 infranet, wire services, online services, Intemet, 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 inforrnation
sources. All employees and everyone connected with this
organization, however, should remember that elecironic 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. Al users of the computer and telecommunications
systems of the Eleverth 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. FEmployees consent fo managemeni Or SUpervisory
personnel of the Eleventh Judicial Circuit accessing and
reviewing all material employees create, store, send, or receive
on the computer or iclecommunications system. Employees
further understand that anything they create, store, send, or
receive on the Eleventh Judicial Circuif’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
dissemipating material that is fraudulent, harassing,

embarrassing, sexually explicit, obscene, intimidating,
or defamatory;

2. Sending, receiving, displaying, printing, or otherwise
disseminating  confidential, proprietary judicial
information in violation of company policy or
proprieiary agreements;

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 staie, 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, eclectronic media and services, elecironic
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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systerns 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 JTudicial 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 first 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:

1. oral reprimand;

2. writien reprimand;

3. suspension from employment;
4. termination from employment;

5. referral to the Judicial Qualifications Comumitiee for
Investigations and/or disciplinary action (as applicable);
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6. legal actioﬁ; and/or
7. criminal Hability.

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
truthfiulness in their professional and personal dealings. The
fundamental attitndes 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 matiers.

e To be free from harassment or discrimination of any kind,
from any employee or any member of the Eleventh Judicial
Circuit.

e To be wreated 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.

e 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:

s 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 Tudicial Circuit.

® Be responsible for individnal 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).

e Adhere to the commonly accepted ethical standards for the
communmty.

e Avoid abusing the Eleventh Judicial Circuit’s benefits and
allowances.

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

e Adhere to all Eleventh Judicial Circuit’s policies and
procedures.

e 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.

e Avoid conflicts of interest in the performance of their
professional duties. Employees shall not use or atiempt 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 retum 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
toleraied, 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 t0 engage in outside
employment is required to compleie 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
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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 define, 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 evenis
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 bis/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 defined herein.

Use of Property Policy

Because the positions held by employees of the Eleventh Tudicial
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 conceming 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 metwork) 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 regardiess 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™) Opiniocn 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 “irade
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 eg., 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 resirictions 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
Jjudiciary, 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 againsi 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 Fudicial
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

Emplovees 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 definite 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.

* ok # x Ok

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 §110.205(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 AQC
Human Resources Division to clarify any information in this
Handbocok that 1 do not understand. 1 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 T must bring any acmal or
perceived conflict between those policies and this Handbook to

the attention of my supervisor and the AOC Human Resources
Division prompily.

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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Deferred Compensation

: Nahonwfde
L' R | oy ; r g
g T Solors Unforeseeable Emergency Distribution Application

Personal e — GeIa] Sacunty NUMBET =
Information Jatlle r.

CWEBT]%EEM: H'ASP

Y 1 T — Ty

Miant/ L.
iCantact Fhene Number; mail Addresst

M

mployer Nama:

i Dape  Leunhy . |

Unforesaeahle  To qualify for on unforeseeable emergency distibullen, you, of yout speuse. of your dependent must experence o
E severa finanzlcl hardship thot 18 aresult of an extraordinery and unforesestible event bevand your contté! that cannot
mergency be relleved using funds available rom your cheeking, savings. stacks, mutugl Iunds, secuiitiss, insuronce, other ossels
or by ceasing your deterals.
Nen-oppravable events generally include;
#+ routine monthly expenses & annual fax liablity ¢ purchose of o car & egucotion expanses
+  matemity laove # Ioss of overime/holidoy pay 4 puchose of o home + sleciive/cosmefle surgery
4 auio malntenonce + routine medical expenses % eleciive ofhodontio ¢ homa maintenancs
+ cocumuloted credit cord debt thot is not dus to any events that ore sxtrasrdingry and untoreteechble and
keyend your ¢antrel
Please doscrlbe yaur, or your spoyse’s. or your depandent's tevere finanela! hordship,

The severe fincrictd hardship must be g resull of one of the foliowing:
¢ llinass of you, your spouss, or depenclent

¢ Aceldant

+ Poperty loss due fo casualty
& Ofher simliar exiraordinery ond unforesessble even: lsae Plon Dazyment}

Plzose explain in detall how the sevare financisl herdshlp s ¢ resvit of cne of the causes listed obove:

[
]

3 [41 49
] shar 3 20

Py oandk. M Tneeme  Was d.raih"mtl\,l! FLOAILD .
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) Nationwids : Deferred Compensation
wmay Retirement Selutions PP T T
ortov e Unforeseeable Emergency Distribution Application
Unforesesable You must submit documentalion to suppoert your request for en Unferasescbly Emergency distibulion, Pleose ses
Emergency the examples balew for documentation that may be requlred,
{contihued)
Redssn Raquired Decumentation
Properly Loss Officlol Folice Report (where applicable)
Dve To Accident 1Y if the porficipont hes inswance: o lstter from the participanl's insurance
{Cesuclly company indicating the ameunt covered by nsurance ond daductiole

amount ewed, of reasens for ne coverage,
If the participont does not have Insurance: ¢ signed stoternent from the
porticipant Indicaling that 1hey do net hiave surance.

] Detated rapair esfimate from a licsnsed mechanie indleating the make
and modal of the vehicle In nesd of repais {for autoe repairs)
Detailed repair estimate rom ¢ licensed confracter indictating the
specific causes of the damage to the padicipant's primary residence (for home
ropairs).
J Divorce/ Ll Copy ol the divorce decree of separation agreement,
Separation (s Ses “Invaluntary Loss of Inaome”, "Lega! faes”, and "Maoviny Expenses”
sectlons below for supporiing documentation.
O repakr ] Ses “Propary Lots Due to Accltent/Cosually” above.
of Automobile A
C  imminent k] Leitar from the morgoge company indicoting a dollor amount nesded to
Foraclosure/ prevent imminent foreclosure or occeleration on the participani's prmary
Eviction residence,

O Documentation shawing the propenty address of tha locen under tha
fhreat of fareclosure.
Letter from the landlord/lsesing cgency or court orderad eviction notice
indicaling the dellar armount neaded to prevent imminent eviction from primery,
resldence

o

L Correpossession ] Letter from the aute loan company indicating o dollar omeount needed ic
E prevant repossession of your primary automobie
Funerol ] Detailed lnvolee from o funeral home thot itamizes the cost of the funerat
expenses,

' Documentation regarding whether or net the dececsed hod life insyronee

and the amouni of those benefiis
[ Home Repaly [ $se “Propaerty Loss Due lo Accident/Casualty”
Modlfieatlon
tedlcal! ] If the pariizipant has insurance: Explanation of Benefits forms from the
Dental/ insurangd coermpony Indlealing Insurdnce coverage (arreasons for ne
Prascriafion coverage), potlent responsiolity, and clates of service for all charges.
Expenses | It the parlicinoni does not have insurance: Datolad bils Indicating
dates of service for all eharges and o signed slotement Ingizating that the
partielpant does not hove insurance,

) i the procedure could be considerad catmetic, o letter rom a medical
dottarfdenfist indicating the reosons why the procedute is medically
hagcassary.

) Utility ] Letter from the Uity company Indicating the dofiar amount needsd to
Discannection preven! imminent disconnection of the gas, electde or water services at the
participani's primary residence.
U Legol Fees Slgned attomey refainer agreement, and/or

Defalled list of costs Incured from the attomey indicating deotes of service

au

for cli charges
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"7 Nationwide - Deferred Compensation

== Reti t Soloti , . , ’ »
oo Unforeseeable Emergsncy Distribution Application

Unforesezabls OVing EXPENsEs | Reniolease agresment

E mergency ] Coples of bllls/recelpls for moving expensss

(eontinued) e Toe TorT O Sopp o Erorcemay AGeroy Tialeag arounT ol

chiid support in arrears that is owed fo the paricipant,

Last Ul pay stub Tndicafing regular ol pay raie,

Letter from emplover Indicating dates of employment and-UNPAID daies of
work missed due 16 Invaluntory reasons, This must indicate any sck pay,
yecation pay, warker's compensalion. unemployment benelits or any other
form of compensalion received while out of wWork,

O A two-year pay history must be documented with previoys years W-2 forms,
o Docurnentation from unemplayment oflice, if applicable, Dogumentation
should list date when benefils start and the deollor omount you are eliglble to
receive.

ﬁ Invaluntary Toss
of Income

oy

items fa keep In mind fo prevent your request rom being deiayed or denied:
*+ |f your uniereseecbla emargancy dirbution s due fo alegol dependent's stualon, we will require o copy of
the gualified depended workshest to show dependency
Documentation being supplfed from third parfies must be on third party's lettethead
Tha documeniation provided must generolly be daled within the previous 12 menths
Sign your applicofion and the tox forms provided (if opplicable)
Plaose allow up to 10 days for receipt and review

All Documentiation will be reviewed and does nof guarantee approvel of your
request, Please nete that addilional docurneniction may be requested,

>-obH

Whot doller amewnt are you "equesting? (Applicofons withou! o staled raquast amount cannof be approved,)

57,360 24

B T P T

SRR TR IR T

JORELLE HASPIL 1171988 9058
215511

taie

| %

U/

Pytote AN
v

4

SUNTRUST  acwrr ostacoins

For.

Dollrs [l i,

3

Remember to complete the direct depesit & tax
information, and sign on the followlng page

BE.2108-8211
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™7 Nationwlde! Deferred Compensation
=x=! Retirement Solutions PPN Inafl
o e it Unforeseeable Emergency Distribution Application
Dalivery If approved, how would you iike your funds to be delivered? [Plecse check all that are applicoble)
Options 0 Check - From dete of lssuence plense ¢fiow 5-7 business days for recelpt

c;(' Overnight ~ A $25.00 fee wil be deducted from your ccocount pro rata
ACH - Please complete direct deposit informadion balow

Piease Note! If nons of the above apllons ue selecled funds will be ssued o a check and
disfifbuled vio standard moil.

Direct
Deposit
Informaticn Sunhust BanlL

Bank/Credit Union Nome Account Number

Checkonly one option: O Checking Account T $avings Account

ABA NUMBER (First nine dligits onty) 1 /_{ /0

Your ABA rumber appears at the bottom of your checks between the markings Indicaled above,
Bunk or Credlit Union Telephane Number; {

Note: Birect Daposit Is only oflerad through members of the Auvlomatic Cieoring House, {ACH),
Is this account aesocioled with o brokerags firm or other Investment firm? QO Yes @ Ne
[f yes, have you confirmed thal the ABA gnd occouni numbers ars comrect? #Yes 0 Ne

Please nete: You must Include o volded check If your distribufion it being sent lo your
checking accounl, ‘

Tax All cietbutlons are subject to federal, applicable sfale ond loca) taxes. Federe] Income Tox will ke withheld from yeur
information payment as required by the Infemal Revenue Cade. Payments will be reported an o H09F:R form.

E( 10% dalaul tax withholding: Use the defoult rote of 10% for Federal Taxes [oll unfaresaeable emargency
wiihdrawals wil use a default rate of 10% for Faderal Taxes)

0O Use 10% dafoult te withholding and Inerease distibutlon: Use the defaull raite of 10% for Federdl fawes and
increase the ditibvlion to pay for the 10% 1ox withholding,
N Teotas withheld: Do net withhaold Federal Texes from my witharawal, § will be lable for oll Faderal Taxes thot
may rasult frem this withdreswal.

O Otherpercentage withholding: | would fke o Fave % Federql Toxes witheld frone my distribution, [Please
enter whole percentages above 10% only. By default, 19% s the minimum Federal Tax wilhhelding amount )

Signature & I verlly thet allinformation provided on this applicalion ks curent, complats, and aceurate, | varty that my event
Authorizafi moy not ba relieved wilng funds avallable kom my checking, sovings, slocks, mutua) funds, secwrifias,
e on insurance, other aisets or by ceasing my deferrals,

1 undesstand H 1s my respanclbility fo and [ agree ta meintaln the dotumentation supporfing this unforeseeable
emergency reguesl,

| understand that these funds may no! be rolled over Info an (RA, 401, 403(b), of ancther 457 plan,

Lun;imtqnd thet 1 | om still defering to the Fian, my request for unferesseckle emetgency withdrawal moy be
anled.

” Dote
AR &) RNTYITEYY

pamclpoﬁovc in the deferred compensatlan program. If you have any guestions, plecse eall

Thank you for you
us at 1877-477-3478.

DC-3104-0211
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Neotionwide Retiremaent Solutions
PO Box 182797

Columbus, Ohio 43218-2797
{hereinafier coliad Nalianwida)

AUTOMATIC DEPOSIT AUTHORIZATION

P Please

| hereby autherize my plan provider, hersinafter called Natlonwlde, to Initiate credit entries

Read to my aecount indicated below in the financial institution named below, | specifically
agree to hold harmless and net seek recovery against Natiohwids, its officers, directors,
employess and agents for any loss which | may sustaln dug to the octions of inactions of my
designated financial instifution or the information contained in this form, The credit entries
will represent poymants dus me under the Deferred Compensation Program. This program
will begin within 45-60 days after recelpt of this nofification completed and in good order,
after which all payments will be made to my account within 3 business days followlng the
withcrawal. By signing this form, | agree to direct my executors, administrators, or assignees
to refund any payments which are made for any period tollowing my death so they may
we redistibuted to my beneficiary If apolicabie.

Pa rticipam ome . qeial Jezynly Numbaer 7
information - | Joelfe. Haspit T '
TEIVer mplaye: Loge
Miami 2dpe  deunh)
Home Fhonie NUmber oIk Phone NUmbsr
o (805) 345~ 7334
Bank NOTE: Your financial institullon must be o member of the Automatic Clearing Heuse [ACH). Call
Information  |your fnanclal institulion if you cre unsure,
Finaneial immiolon Name
" SunTrudfT  PAnle
Financlal paliution Adoress
| Soytheask 3 Avenue o /50
ity qale P LOde
Mrami FL 33/3/= 70
one Number
(3o5) 789~ 728 Vi Xi
For deposits to your CHECKING AGCOUNT ~ aitach o voltded cheek which includes your financlal
- | instliution’s ACH aqutomatic deposit routing numiber and complete the fellowing, De nct altech a
depotl! slip,
Cheching Accoun! Number
or depsits 1o Your SAVINGS ACCOUNT = afach your deposii slip of contant your financial Instituten
for the information below:
[avfngs ACEGUNT NUTADET
nancial Inshfetion Revling Tranaif Number
"l understand That this auihorkzaflon will rerain in fil force nd eflect during my Mefime, unfi
Notfionwide has received wiittan nofification from me of Its termination, allowing ample time for
Nationwide apg my finuncial inglifulion to act on i,
ghaiure of Fankcipanl or a5 ofe
s M3y 1L S0l
DC-2305-0108 ‘ ~ ~ U‘

B S0 124810 AM [Ceontral Dayvlight Timel] OHLEWAPPFO7T19 4329 SO0GTSAZII OZ-07 M"WRPROD
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BCARD OF COUNTY COMMISSIONERS MIAMT-DADE COUNTY MIAMY, FLORIDA. %
DEPT-DIV-LOC: 038-02-D60
THYS STATEMSENY REFFESENTS TEE AHOUNY DK YOU FOUR BERVICES PERFOEMED AS SO0 BY PAYROLY, (X FILE IN THE Cramw’s OFFICE.
o . Ind oZB438 IMDEX: DCCTYMEDIATE ReF. mmamEk: 2511514 Ay DAaYe:= 0201
aE- HASPIL, JOELLE H HOUBLY EATE: 4485825

EAT EXCEPTIONS:

PERIOD ENOTRG: 0W23LZe11

RN ¥TND: REGLLAR PAY

PAY AXAIIV DAYE ; GZF16I2007 STATOE OATR: Q&SD490
REGOLAR HOURS: 14.0DD REGDEAR PAY: 49344 OVERTIME BODBS: B.063 ovERTIME TAY: 0.00
[T CORRENT YERR 0 DATE PROUCEIGH CORRENY TEAE TO TATE TEDOCTEC COMKRAT TEAR TO DATE
DR IAOUNT 2FETT REHCHINTYO AIOTIT AHOINTE, DESCHY Y LOM AYTARTE BAHOUSTT
METROP LF .00 0.00 )
AVRFOS PRE 1420 2%.80
DELTDENT P AAL K30
OPTIXPRE: - 208 A2
ETD LOW OP rm 15.40
£TD LOVY OP B&T 17.34

Ploase ¢congidar the
environment befare

prantiag your paystub

=

WE,HN

DESCRTEYTON

PFIED ICTALS

Mission Statement: “NleEvesing excellent publc xarvices that address our community’s needs and snhance our quality of K™
274 - 214 - SOBAY FESTIVAL OF THE ARTS AT DEERING ESTATE

FREE YOGA & NOON EVERY THURSDAY WMAIN LIBRARY JAN 13 - MARCH 3
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BOERD OF COUNTY COMMISSIONERS

B, IDd 28BS

WWe: HASPIL, JOELLE H

PAY EXCEFTINE:

oAY KIMD: REGULAR PAY

INoEx: OCCTYMEDIATE

MIAMTI-DADE COUNRTY MYIAMY, FLORIDA.

REF. WMAER: B716019

BEOUmRLY earE= 4485825

PAY ANNIV DATE: 1{f20802006

sy

REMT=-DIV-LOC: 130-02-060
TUIE STATEWENT EXDEESENTS THE AMOONT OGK YOI FUR SERVICES PERFURMED AS SHORM BY FAYEOLL oq FILR IN THEE CIREX'J DFPICH,

PaY DATE: D&M4M010

PERILD

STaTds

ENDING: 05302010

DhTE: Q/DEM 947

RRGULAR DOORE: JP.ODD REGULRR FAX: 3,580.66 oVERYRME BOUEs: 00040 OVERYIHME PAX: 000
homr = ¥ERX TO OATE PEOgCTION CORREBT T XERE IO DATE HCCUT T CURRENT TEAR 1O UATE
| _DESCETRTION AHEMATE AHOOMT DESCRIPTION AMCICRTE AMDUNT BASCEXPTION AMOTRTR AMCOTY
METROP LIF nof o000
AVIPOS PRE 4394 195,748
'DELTDENT & 445 an9S
OPTIX. PRE 208 22 68
3TD LOW.OP 1.70 3470
LTD LOW o aeT 9537
CRUNHIN 65000 7.150.00
RS 2 E GREZZ TEA
DIF IR TIX . BMY a0t [F]
PR TOTAS [T v Tl A2
LEAVE DAFQERMAYION
— B i . SUECTAL EICE, IEAVE 000
ZowarwrTy Yu | 20§ pav Srayom 1% AEGLS Bak |+ =xemo [-[ UERD [ =] ctasxr SaL
MIL. ACTIVE 0 | ENCTSE ARNE ﬂ.ﬂE _RMHL. 284 DGO SN 138, bOG 116000
MIL. REafE | w0 | ocmes syeed [T 8L 500 TR0 244800 225500
BIRTHDAY:: u BICK FARA o000 | =o. [Xr] [ 1] LEDD Q004
FLGATG Mol | U | roeesn ecao) OO0 | 'Ok 0.0 000 ] ]
(MDY ADS TOZALS Dl [X] ¥ TIREVENT
TMBOTED THOMME CuR . LAY HANLWAL GTATOS | U frax Exwes] 01 | ADRL ARAT I0000 | RETIRD&EST KORD | 2
DEBCER TR ASONT et VITH CORRRNr X S6EF | _wrma ey TAx FA16AE | men | naa | 3w | [T
FILCh CURIENT Tk 2127 | FICA 1D TAE Az | BY_EET OCRTHD 0w
MICA CURBIHT ThX 175 | MICA YEv TAX EAT.96 | ER ERY OOWWRE 353.46
CRGAB TOr NET
J=_| NE¥ Dax oIm
1.03.04
INFUTED FOXALT 000 0.0 3!-,‘1_‘2

Mizssion Statema uk: “Dellvering excallant public services that addross our communlty’s neads and anhange our quality of lite”
, LEARN TO SWIM PROGRAM, WIWW.MIAMIDADE. GOV/PARKS

GET SAFETY TIPS FOR HOME & AVWAYL SAFETY FAIR MAIN LIBRARY JUNE 17

Flaase consider the
environmant before
printing your paystud
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JOELLE H HASPIL

Please feview your statement caefully. Comactions may not be accapled
man than 45 days after the clesing date of the statemarnt.

§ Will... Simplify My Life

Consider combining your 1IRA, 401(k), 403(b) and other 457 plan

assets into this Plan account.

! One account mekes it easier to manage investments.

1 One statemient means 1ess paperwork.
¥} One set of fees, which may reduce cosis.

1 One point ot contact means fastar access to information.
& One souree for managing retirement distributions.
To combine your retirement accounts, contact your Plan

representative. Or call (8656)886-4264.

Assets rofled from other qualified plan account(s} may be subject o swirendsr charges,

other fees andier a 10% tax penely if withdrawn before age 5934

inforeation fiom Plan fepreseniafives is for educalional ptrposes only and is not fnfended
ISR QAL (SLP2 0 T}

as kwestnsnt advice.

Quarterly Af:tivi;y{f ata Glé nce

Acchi:
January 1, 2011 - March 31, 2011

CUSTOMER SERVICE: (866}986-4264
{ESPANCLY: (B00)649-5494
D0 (800)348-0833
Websita: - wwe imamiiladed5T com
Wirte.us at-  NAT IKONWIDE RETIREMENT |
) - SOLUT NS -
PO BOX 1827857
COLUMBUS OH 432182797
Senices Corpara ssar FINRA, W Michigen iy

Consider combining
your other eligible
ritivement assets
into this account.

M e e b e et e e e s

;

4

Balange as of 01-01-11

ContribulionsfTransfers In™
Gam{Lasskinleresiivide nds
Withdrawals/Transfers Dul
ChamgesfFees

Balance as of 03-31-11

* Includas smployas and employer coaltibutions, and tansfers Ine
the plan.

D SMASDFR0T11 12 B i
210 AP [Central Dawlight Time]l OHLEWAPPOT19 4329 BOO0OE7DAZ1Z OZ-07

457(p) Pign
$7.110.25

$0.00
$248 .59

$000°

$0.00

$7,360.24

WP ROD

dBZ:6D 1 92 <dy

JUTIg

b1 F|
SPTHROTIEU ¢ -

ddd Wd8Y 0T T1/81/S0
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JOELLE HHASPIL

Plsase myiew your stamment carefully. Gomeetions ray rot be acee pled
mare then 45 days after the closiag daty of the atatermant.

[ Will... Simplify My Life

Consider combining your IRA, 401(k), 403(b) and other 457 pian

assets into this Plan account,

¥ One actount makes It 2asier to manage investments,
1 One statement means less paperwork.

] One sst of fees, which may reduce costs,

1 One point of contact means fastar access to informat

[] One source for managing retirement distributions

To combine your retirement aceounts, contact your Flan

reprasentativa. Or call (B66)286-4264.

Assels rollsd! from othar qualified plen account(s) may be subjact o sumender charges,

olher fess and/or a 10% lax penally if withdrawn befare age 53%.

Infarmation fom Plan reprasen atives Js for educalionsl burpo$65 only &nd /s nat fntended

s fnvestmant advice.

8778774329 Pg 9/8
p.9

Natiopwide’
Retiremant Solutiany
£ Y 3¢

Agat:
January 1, 2011 - March 31, 2011

tirement Report

0

'Qtiértefly Re

WILIE

¥

(886)9E6-4204
(3001540.9484
(800)648.0833
waw.miamideded57 com
NATIONWIDE RETIREMENT
SOLUTIONS

PO BOX 102797
COLUMBUS OH 43216.2797

Nallomiids Imvestrmem 8enioes Comparation, memba- FINAX, It Mictgen Ony:
Neilarrida [nvegtmen Bvos. Corporetion

CUSTOMER SERVICE:
{ESPANGL):

TDD;

Wehealte:

Write us at;

Trouble seeing your big
retirement picture?

on.

Fs Consider combining
your sthar eligible
rativament assets
into this account,
RO @0RO(CdROYH

 Quartesly Activity ata Glance

45716 Flap
Balanoe as of 01-04-11 §7.110.35
Conirtbutians/Tranefers In* 50,00
Galn{l.oss}interest/Dividends $249.59
Withd rawals/Transfers Out $0.00°
Charges/Fees $0.00
Balanee as of 03-31-11 $7,300.24

* Includee employss Bnd empioyar contributions, and transfers jnto
{he plgn,

Historical Performance

Date Sints Jolning

Blan Tvos
4B7(b) Plan B/ 971588 94,488.10

It applivatie, “Tolsl Gain{Loss) Sinea Jeiing” Includes aveel Jecy charged
apatngt core accounts andlor asset fees associated wih Sel’ Direcled Option
(SD0), For infarmation about gaeat lags, 0ontet your customar service center,

Inside Your Statement

Achleving Your Goals.
About Your Meney......
Statemnent Details and
Plan Updates

Perlormence

& SM2011 12:45:10 AM [Teontral Daylight Timel ORLEWAPPOT1S AS2o BO00STSAZ13 OR0O7 WMWPROD



Miami-Dade County
Office of the Inspector General

Exhibit 3

Email Correspondence Between AOC HR Manager
and GSA/BAU Supervisor Inquiring How Account Funds Can be Accessed

(3 pages)
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Munoz, lleana

From: Mufoz, ileana
Sent: Monday, May 16, 2011 10:56 AM
To: '‘Gonzales, Dan (GSA)'

Subject; RE: NACo "Deminimus Rule" for Domant NACo Account

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

MHeana Mufioz
Human Resources Manager
Fleventh Judwcial Crouit, Adiministrative OHice of the Courts
Hitman Resomces Division :
LET Cowthouse Center
175 NW 1% Avenue, Sulle 2702
Rhane Fi 33128
M0 7151

U6 3497355 (Fax)

o R

Fmz. imunoz@iud 11 flcouris.org

From: Gonzales, Dan (GSA) [mailto:dyg@miamidade.gov]
Sent: Monday, May 16, 2011 10:45 AM

To: Mufioz, Ileana
Subject: RE: NACo "Deminimus Rule" for Domant NACo Account

Ileana

Has she been calling the toll

The unforeseeable emergency is the only option.
I've pasted the criteria

free number in Ohio or calling the in house rep here?
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 iliness 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 pariicipant. The amount of money you could

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

From: Mufoz, Ileana [mailto:IMunoz@judl 1.flcourts.org]
Sent: Monday, May 16, 2011 10:26 AM
To: Gonzales, Dan {GSA)

Cc: Haspil, Joelie _
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. | know they
must be swamped, so this is why I'm coming back to you. ‘



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

the funds. What are her options?

IHeana Murioz

Hurian Resources Manage

Hovenih Judicial Crounl, Adninistrabve Office of the Courls
Finman Resources Division

UE T Courlhouse Cenlar

175 NW T Avenue, Suie 2707

R, FLO 33128

3. 345-735
A0H-348-7355 (Fax)

tmail. imunoz@jud11 ficours.org

1
i

From: Gonzales, Dan (GSA) [mailto:dyg@miamidade.qov]
Sent: Friday, May 13, 2011 9:04 AM

To: Mufioz, lleana
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 iPhéne

On May 12,2011, at 16:26, MuA fA+oz wrote:
<image001.gif>

Hi Dan, thanks for all the information you gave us yesterday, as always we learn something new every
day. Yeslerday 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. [ have an employee who just ask aboul access to her NACo account. She has not had deductions for
a while now and needs to access her relirement funds. 1t is not a qualified emergency withdrawal but she
needs the money. What s the procedure to access those funds and what paperwork needs to be

submitled. Your assistance will be greatly appreciated. Have a great day! ©

Ieana Murioz
FHuman Resources Manager

Eloventh dudisial Cucoit, Administrative Cffice of the Courts



Haran Resgurces Division
PET Comthouse Center

175 NW 1 Avenue. Sulle 2702
M%eum. FLo33178

esr

305-349-7 351

SO0-340. 7305 {Fax)

Email imunoz@jud 11.flcourts.org




Miami-Dade County
Office of the Inspector General

Exhibit 4

Email Correspondence from Joelle Haspil
to AOC HR Manager Stating the Request was Filed Under
“Loss of Income”
(2 pages)
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Mufioz, lleana

From: Haspil, Joelle

Sent: Monday, May 16, 2011 12:30 PM
To: Mufioz, lleana

Subject: RE: NACo "Deminimus Ruie" for Domant NACo Account
Hi iteana,

AY
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. !l keep you posled.

TG A g T R e AT e RIS USRS,y KSR e

From: Mufioz, Ileana
Sent: Mon 5/16/2011 10:26 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. | 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 comp for several years, but her balance is around $7,500. Is there any other way.she can access
those funds? tknow 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 aptions?

Heana Muioz

Human Resources Manager
Eleventh Judicial Cireuit, ;\drmmsimhue Olice of ihe Courls

Human Resowrces Division
1.ET Courlhouse Center

17! JNw ’i 1 Avshue, Suite 2707
Miami, FL 23128

305 '319 731

305-349-7355 {Fax)

Fmail | munoz@[udﬂ.ﬂcouﬂs.org
From: Gonzales, Dan (GSA) [mailto:dyg@miamidade.gov]

Sent: Friday, May 13, 2011 9:04 AM

To: Mufioz, lleana
Subject: Re: NACo "Durmient" Account

lleana

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, MuA fA+oz wrote:

<image001.gif>
Hi Dan, thanks for all the information you gave us yesterday, as always we learn somathing 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 o accomplish
this. | have an employee who just ask about access fo her NACo account. She has not had deductions for
a while now and needs to access her refirement 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! ©

Ileana Mugioz

Human Resources Manager

Eleventhy Judicial Cirouit, Administrative Office of the Courts
Human Resources Division

L.k 1. Courthause Center

176 NW 12 Avenue, Suite 2702

Miami, F1. 33128

305-349-7351

305-349-7355 (Fax)

Email imunoz@jud 11 ficourts.org




Miami-Dade County
Office of the Inspector General

Exhibit 5

Email Correspondence from AOC HR Manager to GSA/BAU Staff
Stating that Ms. Haspil had Withdrawn Request for
Emergency Distribution of Funds
(3 pages)
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Subadan-Henry, Sharon {GSA)

Mufioz, lleana [IMunoz@jud11 ficourts.org]

From:

Sent: Thursday, May 26, 2011 11:26 AM

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

Subject: RE: Joelle Haspil Ee ID# 28486

importance: High

Hi Dan and Sharon, | was contacted by Joelle and she was going to withdraw the request. 1s there anything she needs to
do to cancel the disbursement request?

Tleana Mufioz

Human Resourcaes Manager

Eleventh Judicial Circuit, Administrative Cffice of the Courts
Human Resources Division

L.E.T. Courthouse Cenlter

175 NW 1st Avenue, Suite 2702

Miami, FL 33128

305-349-7351

305-349-7355 (Fax)

Email: imunoz@judi1 ficourts.org

Attention: The informalion contained in this E-mail message may be privileged and confidential under Fla. R. Jud. Admin 2.051 (2002} information
intendled only for the use of the individual(s) named above. If the reader of this message Is nof the intended recipient, you are hereby nofified that
any dissemination, distribution, or copy of this communication is strictly prohibited. If you have received this communication in eror, please contact

the sender by reply E-mail and desiroy all copies of the arginal message. Thank you

From: Gonzales, Dan (GSA) [mailto:dyg@miamidade.gov]
Sent: Wednesday, May 25, 2011 5:06 PM

To: Mufioz, Ileana

Cc: Garcia, Sandria; Mufioz, Tleana

Subject: RE: Joelle Haspil Ee ID# 28486

Ileana

We are still waiting for a response to our ingquiry so that we can notify NRS
about Ms. Haspil and they can adjudicate her UE emergency application. 2s
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: Muiioz, Ileana

Cc: Garcia, Sandria; Gonzales, Dan (GSA)
Subject: RE: Joelle Haspil Ee ID# 28486



lleana:

You provided us with an approval for the reduced hours, however, it does not state the reason {required by Natmnwude)
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

"Defivering Exgellence Bvery Day"

Miami-Dade County is a public enfity subfect to Chapter 119 of the Florida Statutes conceming public records. E-mall messages are
covered under such laws and thus subject to disclosure.

[P ——— R e AT oy el e o i P e 4 Ll R 4t Ay 1§ SRR AV AL 5 e e i e

From. Munoz Ileana [mallto IMunoz@judli fleouris.or g[
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.

Ifeana Mufioz

Human Resources Manager

Eleventh Judicial Circuit, Administrative Office of the Courls
Human Resources Division

L.E.T. Courthouse Center

175 NW 18t Avenue, Suite 2702

Miami, FL 33128

305-349-7351

305-349-7355 (Fax)

Email: imunoz@ijudi1 ficourts.org

From ﬂY@mlamldade go

Sent: Thursday, May 19, 2011 4:12 PM
To: Mufioz, Tieana

Cc: Gonzales, Dan (GSA)

Subject: Joelle Haspil Eid 28486

lleana:

We have a request from Nationwide Retirement Solutions (NACO) for Loss of Income verification for Joelie 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



Miami-Dade County, General Services Administration
111 NW 1st Street, Suite 2340

Midmi, FL. 33128
305-375-3375 {Phone) 305-375-1368 (Fax)

wwww. miamidade.qov
"Defivering Excellence Every Day"

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




Miami-Dade County
Office of the Inspector General

Exhibit 6
Letter of March 3, 2010 from Joelle Haspil to AOC Director of

Medliation/Arbitration Department Requesting Reduced Work Schedule
(1 page)

1G11-31



March 3, 2010

Ms. Vivian Perez-Polio

Director

Medjation/Asbitration Departrent
Eleventh Judicial Circuit

73 W. Flagler Street, Room 1801
Mismi F. 33130

Dear Ms. Pexez-Poilo:

I am respectfully requesting that 1 be permitted to work a reduced hour schedule of 20
hours per month commencing on June 1, 2010 through September 1, 201 1.

Your consideration (ﬁ' this matter at your earliest convenience would be greatly
appreciated.

] ;

Joelle'Has
Direttor

County Court Mediation
Eleventh Judicial Circuit

Dade County Courthouse

73 W. Flagler Street, Room 1701
Miami, Fl. 33130




Miami-Dade County
Office of the Inspector General

Exhibit 7
Administrative Office of the Court

Issue Sheet
{2 pages)
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NO.573 P %

L JUNCT0. 2011 1D:47PM '
* Administrative Office of the Court By: Sandy Garcia
issue Sheet March 18, 2010

*  Full time employees are eligible for health benefits regardiess of the number of hours
worked in a pay perind. 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;
¢ Leave accruals — an employee must work & 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 bafore 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

recduced work schedules.
o Gary Neuman — Date of hire: 8/1/1280
11/419991 - Changed from part time to full time; worked 30 hours/waek

(reasoh unknown)
117311897 — Changed from fuli time to part time; worked 30 hours/week
71112004 - Article V Revision 7 transition to etate employment; part time
position budgeted at 30 hours/iweek -

9/2004 to 04/2005 - same pait time position, worked 35 hours/month
5/2006 to 10/2007 — same part time position; worked 16 hours/month

- 10/31F2007 - 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 hoursiweek.
-~ 1/7/2008 - resigned

o Isabel Perez-Morina - Date of hire: 6/18/2002
- 9/1/2005 1o 8/31/20086 - approved a reduced work schedule for education

leave for doctoral intemship; warked 20.5 hours/week
9/1/2006 - 8/31/2007 - approved extension of education leave to complete
clinical hours required for licensure.

- 12M/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 Leifman in his role as Special Advisor to the Chief Justice on Criminal
Justice and Mental Health; worked 32 hoursiweek. Tim received
sompensation for his time from DCF.

4/23/2008 to 8/1/2008 - approval extended,

Approval: The Chief Judge has the discretion io approve Ms. Haspil's reduced work schedule.
Miami-Dade County requires written approval from the Chief Judge, The memorandum must

include the approved is?ule and the hours that shalf be without pay.

Yes Denied

Approval:
\QZ/// L Yelo
Maté Joel H. Brown Date

Sandra M. Lonargan
Trial Court Administrator Chief Judge

S:\MyFiles\WordiHR\J Hasplt Request for PT Schedule 03 2010.doc 3182010
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Administrative Office of the Court By: Sandy warcia
lssue Sheet March 18, 2010

lssue: 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 8 hours per wesk (80 hours biweekly to 10 hours biweekly).

Ms. Haspil has been an 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 ¢ommence June

1, 2010,

Ms. Haspil has accepted the Federal Court's employment offer, but wishes 1o stay employed on a
part time basis with the Eleventh Judicizl Circuit. Her continued service with the State Courts for

an additional 15 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:

> Saturday mediations

»> Coordination of volunteer mediators
> Coordination of work schedules and assignments for county funded part time mediators

Vivian Perez Pollo will aissume direct supenvisory responsibilities over Joelle's staff which inciudes
part time mediators, confract mediators 2nd administrative support staff,

Adjustment and Savings: If approved, Ms. Haspil’s work schedule, leave accruals, and benefits
would be adjusied accordingly. The reduction in work schedule would generate a significant
savings to the court’s county budget in FY 08/10 and FY 10/11.

» I Ms. Haspil works afull time schedule thru £/30/2010, her leave balances will be ag

follows:

o Annual 27500 Sick 429,50
As long as Ms. Haspil remains in a full time budgeted position, she will be eligible to receive
a payout equivalent to 100% of her annuai 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 00/40
Judicial Support Administrator 3 Budgeted: $120,693.00
October 1 through May 31, 2010 (FT) Expense: ($88,657.00)
June 1 through September 2010 (PT) Expense: (§7.383.00)
Savings: $20,753.00
N \
FY 10/11
Judicisl Bupport Administrator 3 Budgeted: $120,693.00
October 1 through September 2011 (PT)  Expense: ($23,005,82)

Exmpense: {$38.353.00)
Savings: $58,344.08 |

All figures include fringes (FICA, MICA, Retirement, Life Insurance, and Health Insurence)

Leave Payout (Annual and Sick)

S:\MyFiles\WordHR\) Haspil Request for PT Schedule 03 2010.doc 3/18/2010
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MEMORANDUM
ADMINISTRATIVE OFFICE OF THE COURTS
dn Office of Cooperation”

To:  Dleana Mufioz Date: March 22, 2010
Human Resources Manager

From: Sandria Garcia 2?{ Subject: Joelle Haspil — Request to
Work a Reduced Schedule

Ms. Joelle Haspil has requested permission to work a reduced schedule of twenty (20) hours per
month 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 short breaks in sexvice). She will reach 30 years of service with the Florida

Retirernent System (FRS) in September 2011.

Ms. Haspil has been offered employment with the Federal Courts as a Court Inferpreter; an
~ opportunity she’s been seeking for many years. The employment is scheduled to commence
June 1, 2010. Ms. Haspil has accepted the Federal Cowrt’s employment offer, but wishes to stay
amployed on 4 part time basis with the Eleventh Judicial Circuit. Het continued service with the
State Courts for an additional 15 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:

»  Saturday mediations
¥ Coordination of volunteer mediators
» Coordination of work schedules and assignments for county funded part time mediators

Vivian Perez Pollo will agsume direct supervisory responsibilities over Joelle’s staff which
includes part time mediators, contract mediators and administrative support staff. :

Adjustments and Savings: If approved, Ms. Haspil's work schedule, leave acoruals, and
benefits would be adjusted accordingly. The reduction in work schedule would generate a
significant savings to the cowrt’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 Apnual 275.00
o Sick 429.50

Phone (305) 3497357

Administrative Office of the Congts
FAX (309) 416-0521

175 NW 1% Avenue, 30% Floor
Miami, Florida 33128

Sandria Garels
Chisf Depury Court Administrator

VISIT QUR WEB SITE W¥W.IUDIL ELCQURTS ORG
C\Dacuments and Settings\slonerganiLocal Settings\Temporary Internet Files\Contant Dutoal\Y4LLHHBE) Haspit Reg to Work

Reducad Schedule 03 2010.doc
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Ileana Mufioz
Page2 of 3
March 22, 2010

As long as Ms, Haspil remains in a full ime budgeted position, she will be eligible to
receive a payout equivalent to 100% of her antual and sick leave based on the hourly rate
at the thme of separation. (704.5 total hours x $44.86 = $31,604; excluding ftinges)

Axny Negrin confirmed the savings caleulations below are accurate assaming the
employee’s base pay does not change. Although the employes will be paid less biweekly
based on the reducad 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.

-

FY 09/10

Judicial Support Administrator 3 Budgeted: $120,693.00

October 1 - May 31, 2010 (FT) Expense; ($83,557.00)

June I - September 2010 (PT)  ~ Expense: (87,383.00)
Savings: $29,753.00

FY 10/11

Judicial Support Administrator 3 Budgeted: $120,693.00

October 1 - September 2011 (PT) = Expemnse: ($23,995.92)

Leave Payout (Annual and Sick) Expense: ($38.353.00)
Savings: __ 358,344.08 |

All figures include fringes (FICA, MICA, Retiremeni, Life Insurance, and Health
Insurance)

Full time employees are eligible for health benefits regardless of the number of hours
worked in 2 pay peried. A reduced work schedule is not g qualifying event for canceling
health benefits; therefore, Joelle will continue to be eligible for health benefits and will
ot be able to cancel the coverage until the annual open enrollment peried (November

2010, effective Janvary 2011)

> A full time employee who woiks a part time schedule forfeits the following:

o Leave accruals — an employee must work a minimum of 40.25 hours per pay
period to eam leave

Sandris Garcia
Chief Deputy Courr Administrator

Phone (305} 349-7357

Administrative-Office of the Connig
FAX (305) 416-0921

173 NW 1* Avenue, 30™ Floor
Miervi, Florida 33128

VISIT OUR WEB SITE

PR ADILFLCOURTS ORG
CADotuments and Setlings\slonerganiLocal Settings\Temporary Internet Files\Conlant.Outlook\ YALLHHEBS\) Haspil Req to Waork

Reduced Schedule 03 2010.doc
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o Holidays — an employee must be in full (8 hours) pay status the day before and
afler a holiday. Therefore, holidays will be forfeited.
o Holidays include: Official court, floating and birthday holidays

Ileana Mufioz
Page3 of 3
March 22, 2016

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

Appreval: The Chief Judge has the discretion to approve Ms. Haspil’s reduced work schedule
If approved, written approval from the Chief Judge must be forwarded to the county. The
memorandum must include the approved schedule and the hours that shali be without pay.

This memo serves to document the written approval of the personnel action.
If you have any questions, please feel free to call ine.

M ‘Ll/G/IO

Amy NeMector

Administrative Services Division

Aﬁw%% e/ 1o

Sandfia Garcia, Chief Deputy Court Administfator
Human Resources Director

S, A 7/re

Sandra M. Lonergan, Trjal Court Administrator

Phone (305) 349-7357

Administrative Office of the Courts
FAX (305) 416-0921

175 NW 1% Avenue, 30™ Floor
Miani, Florida 33128

Sandria Garcia
Chief Deputy Cowrt Administrator

VISIT OUR WEB SITE BWW. P11 FLCOURTSORG
C\Documents and Seltings\slonerganiLocal Settings\Temporary Intemet Files\Content Qutiook Y4LLHHBIA Haspll Reg to Work

Reduced Schedule 03 2010.doc
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ELEVENTH JUDICIAL CIRCUIT
OUTSIDE EMPLOYMENY FORM
REQUEST FOR APPROVAL OR NOTICE OF DISCONTINUATION

Piease check appropriate request type:
Request for Approval: ,/ {Please complete Part 1, 2 and 3)

Outsme Employmem Dlscontinued : (Please complete Part 1 and Part 3 only)
. . e s

Employee Wﬂme: 3—5&16 Hspil. Tile:  gyreelsr M St M@mm
immediate ' . : '
Supervisor: \iyian Paces.- Byl Status; FIT Q) PIT @ Division: U & lj'ﬁ el 3(;/: dule
Business

- Name: 4.5 Dighick Gud 56 . Pigniet” Work Location: ) ). Moy, Avweve  Mam FL 33,
& .;&_.ﬁg 4 “"f»__"":"-

Please provide the following Information for the proposed outside employment.

Name of Company/Organization; i Spfes O b Seuthern disivick b Flsripa

Job Title/Responsibilities : bt Jpherpretes,

Address; Telephone: {305) 523 5620
gﬁork

StartDate: / 01l Schedule: 836~ 5200
. Will this employer release you if and when you.
Total Hours per Week: 40 are called for emergenty senvice by the Court?  '©> (No O

Jif outside emplayment is Discontlnued please
fsign and forward o the AOC Human Resources |
PH (5{200 Division, no other signatures are fequired. |

E_m?IO' J Date
U&/MWJ W s Jrore Approved:  Yes @ No OO
immediate Supenfisor Date :
%u, _ﬂ P, o feoio Approved:  Yes @5 No O
Divigion Director Date
IEM é-&_oj—p (:«Cb;" "( 1y 10 Approved: Yes @/ No O
Dep ,em‘. Diréctor Date i
-- i 4 3%,‘) aproved:~ Yes @ No O
Court nlstrato‘r " Date’
% D 4/l
Reviewed im AOC Human Resources Date

Once Form &5 approved, a signed copy wilt be forwarded to employec via emall,

S\MyFiesiWord\Bienk Forms\Request for Oulsida Employment Fom Revised 2008 12 20.40¢



