JURY MANAGEMENT
POLICY & PROCEDURES

AUTHORITY

Pursuant to s. 28.35(2)(d), Florida Statutes (F.S.), the Clerks of Court Operations Corporation
(CCOC) shall develop a uniform system of workload measures and performance standards.
Included in these standards is a measurement of the timeliness of payments issued to jurors.

Chapter 40, F.S., outlines the compensation for jury service. Pursuant to s. 40.29(5), F.S., the
Justice Administrative Commission (JAC) shall reimburse the clerks for actual jury costs,
including compensation to jurors, meals and lodging for jurors, and to pay for jury-related
personnel costs. This quarterly reimbursement is processed by the CCOC for each clerk. The
juror process is outlined in the following statutes:
e s.40.011,F.S.
s.40.221, F.S.
s.40.23, F.S.
e s.40.231,F.S.
s.40.24, F.S.
s.40.29(5), F.S.

PURPOSE & SCOPE

Provide official policy and procedures for the management of the juror process, including the
General Revenue allocated to the clerks by the Legislature. This policy will help to ensure the
consistent and accurate recording of juror data, including performance measures, quarterly
juror costs, and reimbursement requests.

REPORTING PROCEDURES

e REPORTING:

a. The clerks are currently appropriated $11.7 million in recurring State General
Revenue (GR) funding for jury management costs in the annual State budget known
as the General Appropriations Act (GAA).

b. Pursuant to s. 40.29(5), F.S., the Justice Administrative Commission (JAC) shall
reimburse the clerks for actual jury costs, including compensation to jurors, meals
or lodging for jurors, and to pay for jury-related personnel costs.

c. Pursuant to s. 40.29(5), F.S., each clerk is required to submit a request for
reimbursement to the CCOC detailing the actual jury-related costs for that quarter.
This is accomplished by completing and submitting the Jury Management Report
(Excel file) and the JAC signed certification letter (PDF file) to the CCOC quarterly by
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the 15t of the month following the end of the requesting quarter (i.e., submit
October-December expenditures by January 15t),

i. Clerks must submit the expenditure report and the certification letter as an e-
mail attachment to reports@ficcoc.org.

d. This report captures jury management expenditures in the following categories:

i. Jury-Related Personnel Costs

ii. Direct Operational Costs Associated with the Processing of Jurors

iii. Compensation to Jurors

iv. Meals and Lodging Provided to Jurors

v. Exclusions - The reimbursement request should NOT include expenditures
associated with county obligations or local requirements deemed the county’s
responsibility pursuant to s. 29.008, F.S.

e. Personnel Costs (Line 9) - All personnel costs attributable to managing the juror
process are reimbursable.

f. Direct Operational Costs (Lines 12-17) - Operational costs associated with the
juror management process, including printing and mailing summonses,
communication with jurors, securing jury lists, etc., are reimbursable.

i. Postage, printing, supplies, and other have their own lines on this report.

ii. Ifanamountis entered as “other” on Line 15, please provide a clear detailed
explanation of the costs on Line 16.

g. Compensation to Jurors (Per Diem) (Lines 34-40) - The payments issued to jurors
for both Petit and Grand juries.

i. Juror service constitutes being summoned and reporting for jury service as
well as actual service on a jury, pursuant to s. 40.24(2), F.S.

ii. Pursuant to s. 40.24(3)(a), F.S., a juror who is regularly employed and
continues to receive regular wages while serving as a juror is not entitled to
receive compensation from the Clerk of the Circuit Court for the first three
days of juror service. Regular employment includes full-time employment and
part-time, temporary, and casual employment, if the employment hours can
be reasonably determined by a schedule or by custom and practice
established during the three months preceding the term of service as a juror.

iii. Pursuanttos. 40.24(3)(b), F.S., a juror who is not regularly employed or does
not continue to receive regular wages while serving as a juror is entitled to
receive $15 per day for the first three days of juror service.

iv. Pursuant to s. 40.24(4), F.S., each juror who serves more than three days is
entitled to be paid by the Clerk of the Circuit Court for the fourth day of service
and each day after that at the rate of $30 per day of service.

v. Ajuror is not entitled to additional reimbursement by the Clerk of the Circuit
Court for travel and other out-of-pocket expenses.

vi. A juror who is present on any of the days when the presiding judge is absent
or, being present, does not hold the session of the court, shall be entitled to
receive the same compensation as if the court were in session, if the
entitlement requirements stated in number ii and iii above are met.

vii. A juror on call by the court in a jury pool, as provided in s. 40.231, F.S., is
entitled to compensation for only those days the juror actually attended court
and not for the days on call.

viii. Pursuanttos. 40.24(7), F.S., a juror who is excused from jury service at their
own request is not entitled to compensation.

2560-102 BARRINGTON CIRCLE | TALLAHASSEE, FLORIDA 32308 | PHONE 850.386.2223 | WWW.FLCCOC.ORG



mailto:reports@flccoc.org

/.

POLICY & PROCEDURES - JURY MANAGEMENT REPORT

e

ix. Pursuantto s. 40.24(8), F.S., jurors are permitted to irrevocably donate their
juror service compensation in circuits that elect to allow this.

h. Juror Meals and Lodging (Lines 20-22) - In circumstances requiring extended
attendance by a jury in court, such as a major felony case, the court may order
meals and lodging for jurors to be provided by the Sheriff pursuant to s. 40.26, F.S.
These expenses are to be paid by the Clerk of the Circuit Court reimbursable by the
State. Guidelines for payment of these expenses:

i. When the court has directed that the jury be kept together, due to
deliberations, sequestration, or an extended voir dire, meals and/or lodging
may be provided. When required by order of the court, the Sheriff shall provide
juries with meals and lodging to be paid by the Clerk of the Circuit Court.

ii. Lodging should be paid only if appropriate, such as when the jury is
sequestered. As a suggested reference, Clerks may use the lodging rates
provided by the US General Services Administration (GSA) as allowed in s.
112.061(14), F.S. GSA rates: https://www.gsa.gov/travel/plan-book/per-
diem-rates.

iii. For meals obtained for jurors, the clerk should attempt to minimize costs, if
possible. A tip, gratuity, or delivery fee may be paid when jurors are restricted
in movement, such as being sequestered or when requiring an escort by the
bailiff, to obtain a meal when served by wait staff or delivered onsite. As a
suggested reference, Clerks may use the per diem rates provided by the US
GSA as allowed in s. 112.061(14), F.S., (link above) or the standard meal
reimbursement amounts for state employees outlined in s. 112.061(6)(b),
F.S.

iv. Coffee and water for jurors is an allowable cost if located in a public area.

v. Transportation costs must be borne by the county. This includes the cost of
transportation to relocate a jury from one county to another.

vi. No other jury-related costs are reimbursable by the State. All costs associated
with the bailiff or other Sheriff’s office personnel must be borne locally.

vii. Any additional unique expenditures for meals and/or lodging may be
addressed on a case-by-case basis.

i. Juror Statistics (Lines 25-31) - This section identifies juror information previously
collected on the monthly Jury Management Report submitted to OSCA.

i. Number of Jury Summons Issued/Sent (Petit and Grand) - Line 25 identifies
the total number of summons mailed.

ii. Number of Jurors Called to Report - Line 26 identifies the number of jurors
called to appear in person.

iii. Number of Jurors That Reported for Service

iv. Number of Reporting Jurors Not Utilized - Line 28 identifies the number of
jurors who report for service but never experience the voir dire process.

v. Number of Juror Days Served - Line 29 identifies the number of days total
that jurors reported for service.

o Example: A juror reports for one day (Monday), is in voir dire for two days
(Tuesday and Wednesday) and is then selected to serve on a trial for two
days (Thursday and Friday), this juror served five days).

vi. Number of Jury Trials Scheduled at Time Jurors Called to Report

vii. Number of Jury Trials Called Off After Jurors Have Reported
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j. Juror Payment Performance (Lines 43-47) - Details the juror-related performance
measure as established by the CCOC PIE Committee.

i. Number of Juror Payments Issued - Line 43 identifies the number of juror
payments issued, including all forms of payment issued during the reporting
period, excluding reissued checks.

ii. Number of Juror Payments Issued Timely - Line 44 identifies the number of
juror payments during the reporting period issued within 20 days after
completion of jury service, or within 20 days of revised request for payment if
after original date of service. Exclude reissued checks; only use original check
issue date.

iii. % of Juror Payments Issued Timely - Line 45 identifies the percentage of juror
payments during the quarter executed timely in accordance with s. 40.32(3),
F.S. This percentage will auto-complete based on the entries on lines 43 and
44 as it represents the ratio of timely payment to total payments issued.

iv. The current performance standard is 100% for timely payments. In quarters
where the percentage does not meet the standard of 100%, completion of
the Action Plans fields on Lines 46 and 47 will be required. Select a Reason
Code from the drop-down menu on line 46 and explain how it will be corrected
to meet the standard the following quarter.

k. JURY REIMBURSEMENT REQUESTED from JAC (Line 51) - Auto-calculates the total
jury management costs entered above for the submission quarter.

[.  JURY REIMBURSEMENT RECEIVED from JAC (Line 52) - Reflects amount actually
received for the quarterly cost calculated on the Line directly above. The cell for the
qguarter for which reimbursement is being requested should be blank until the
following quarter’s submission when the actual reimbursement amount is known.
The cells for all prior quarters for which reimbursement has already been received
should have the amount of that quarter's reimbursement.

m. Amount of CCOC Article-V Funds necessary to cover jury management expenditures
(Line 53) - Auto-calculates the jury reimbursement deficit total for the year. This is
the difference between the total costs calculated on Line 52 and the actual
reimbursement received on Line 53. This is the amount, if any, that will have to be
covered by other court-related funding sources.

e REVIEW AMOUNTS, REIMBURSEMENT REQUESTS, AND PAYMENT
a. CCOC will prepare and submit a statewide summary per county to the JAC by the
first day of the subsequent month the reports were submitted. The report
submitted to the JAC will reflect the cost per clerk by the expenditure categories
listed above. This report is used for clerks to request reimbursement of actual costs

each quarter of the State Fiscal Year (July 1 through June 30).

i. Should there be an insufficient amount of funds available to meet the
requested reimbursement, CCOC will prorate the reimbursement amount
statewide to meet the available funds pursuant to s. 40.29(5), F.S., prior to
submitting the request to the JAC. Each county would share this reduction
percentage proportionally.

ii. This reduction will be done each quarter, as necessary.

iii. If actual total costs exceed the statewide available funding for reimbursement
at the end of the State Fiscal Year, each clerk is responsible to cover any jury-
related costs that exceed the total available statewide funding for
reimbursement from their CCOC court-related budget.
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b. Pursuanttos. 40.29(5), F.S., the JAC will review the request for reimbursement to
determine the sufficiency of funds for each quarter and receipt of the required
clerk’s signed and dated certification letter.

c. Upon completing the review, JAC will submit the request for reimbursement to the
State’s Chief Financial Officer who will directly provide these funds to the individual
clerk offices.

d. For auditing purposes, jury management data to support reimbursement requests,
such as payroll and payments to jurors, should be retained at the local level.

e CHANGE IN VENUE CASES
a. If the venue for a case is changed from one county to another resulting in the

utilization of resources in the county receiving the case (i.e. jurors, staff members,
meals, etc.), the CCOC recommends that the two clerks enter into an MOU to
address costs and any needed transfers of funds.

QUESTIONS
Any questions regarding this report should be directed to CCOC staff at 850-386-2223.
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JURY MANAGEMENT CERTIFICATION LETTER
POLICY & PROCEDURES

AUTHORITY

Pursuant to s. 40.29(5), Florida Statutes (F.S.), each clerk submits their actual quarterly jury
management costs to the Clerks of Court Operations Corporation (CCOC) who submits the
statewide clerks’ request for reimbursement of State dollars to the Justice Administrative
Commission (JAC) for processing. As part of this approval process, the JAC requires the Juror
Reimbursement Certification Letter to be submitted by each clerk with each quarterly
reimbursement request.

PURPOSE & SCOPE

The purpose of this Certification Letter is for the clerk to attest to the quarterly jury-related
costs identified on the Jury Management Report for State reimbursement, including the
compensation of jurors, meals or lodging provided to jurors, jury-related personnel costs, and
operational costs associated with the processing of jurors.

REPORTING PROCEDURES

This certification is due to the CCOC 15 days after the end of each quarter reimbursement is
requested for. This certification is to be submitted with the quarterly Jury Management Report.
To submit the certification, email the PDF document to reports@ficcoc.org.

The clerk must sign the Certification letter and cannot delegate this authority.
e An electronic signature is acceptable but must show a visible signature.

Mark the quarter for which each Certification Letter is submitted for.
Enter the date the certification was completed, the clerk’s name, and the county name.

Enter the staff member’'s name, phone number, and email who should be contacted, if
needed.

Ensure the document submitted is unlocked and does not require a password to access.

QUESTIONS
Any questions regarding this certification should be directed to CCOC staff at 850-386-2223.
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