
 
Administrative Office of the Courts 

Externship/Volunteer Program  
Instructions 

 
 

This packet is to be used by individuals who have already been selected  
as an Extern/Volunteer at the Eighth Judicial Circuit Court 

 
Please complete and submit all required documents electronically to hr@circuit8.org.  File must  
be downloaded to make documents fillable.   

 

Additional items to be submitted: 

• State-issued picture ID or passport 

• Background check. Email hr@circuit8.org to request a Background Information Sheet 

 

  

 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
 
 
 
 
 



 

 
Administrative Office of the Courts 

Externship/Volunteer Program  
 
 

Name:      Phone #:   US Citizen:  [   ] Yes    [   ] No 

Mailing Address:       Email Address:  

Eighth Circuit Contact:    Office Assigned:   

Tentative start date:      End date: 

How were you made aware of this Program?:   

 
Education 

School:          City/State:     Major:    

Classification:     GPA:   Anticipated Graduation Date:  

 
Employment 
Will you be employed during participation in this program?  [   ] Yes    [   ] No 

Company Name:    Occupation:     

 
References 

Name:     Occupation:    Phone #:  

Name:     Occupation:    Phone #:  

 

Special Skills and Qualifications 
Please summarize job-related skills or qualifications acquired from employment or other experience. 

 
 
 
 
Please include a short statement as to why you wish to participate in this Program. 
 
 
 
 
 
 
Emergency Contact 
Name:          Relationship:        Phone #:  

 
 
 
 



 

 
Administrative Office of the Courts 

Externship/Volunteer Program  
Code of Ethics 

 
Court Administration externs/volunteers are subject to a code of ethics similar to that of Court Administration's 
paid professional personnel.  Externs/Volunteers are expected to do their assigned tasks and to be 
accountable for the quantity and quality of their work. 
 
Externs/Volunteers make a firm commitment of their time, talents and skills for a definite period of time.  They 
are expected to be faithful to that commitment.  If they cannot report for work, they are expected to notify their 
supervisor or someone in Court Administration. 
 
Externs/Volunteers are expected to conduct themselves in a professional manner with dignity and courtesy at 
all times. 
 
Externs/Volunteers are expected to keep strictly confidential all information they may learn directly or indirectly 
about a case. 
 
Externs/Volunteers are expected to take any problems, criticisms, or suggestions they may have directly to 
their supervisor or the Human Resources Department. 
 
Externs/Volunteers are expected to bring to their work an attitude of open-mindedness and a willingness to be 
trained and supervised.  They are expected to follow department policies and procedures. 
 
Each person, whether paid or unpaid, brings their own unique gifts to the department.  As a whole, they enrich 
the department and civilians that they come into contact with.  Cooperation is expected of each person as they 
work together. 
 
Externs/Volunteers are expected to attend conferences and meetings as directed by their supervisor or notify 
their supervisor in advance when this is not possible.  They are also expected to keep simple records, such as 
a time sheet. 
 
I have read this Code of Ethics and agree to abide by it. 
 
 
 
_________________________________________  _______________________________ 
Signature       Date  
(Please type your name to sign electronically) 
 
 
 
 
 
 
 
 

 
 
 
 



 

 
Administrative Office of the Courts 

Externship/Volunteer Program  
Statement of Good Moral Character 

 
State of Florida 
County of ALACHUA 
 
As an application for externship/volunteer in a position of trust with the Administrative Office of the Courts, I hereby attest 
to meeting the requirements, that I am of good moral character, that I have not been found guilty of, regardless of 
adjudication, or having entered a plea of nolo contendere or guilty to, any felony, prohibited under any of the following 
provisions of the Florida Statutes or under similar statutes of other jurisdictions, or having had a finding of delinquency or 
entered a plea of nolo contendere or plea amounting to an admission of guilty to a petition alleging delinquency pursuant 
to Part II, Chapter 39, Florida Statutes, or similar statutes of other jurisdictions, for any of the following acts, regardless of 
adjudication or disposition. 
 
Florida Statutes, Section 782.04    relating to murder  
    782.07    relating to manslaughter 
    782.071  relating to vehicular homicide 
    782.09    relating to killing of unborn child by injury to the mother 
    784.011  relating to assault, if the victim of the offense is a minor 
    784.021  relating to aggravated assault 
    784.03    relating to battery, if the victim of the offense is a minor 
    784.045  relating to aggravated battery 
    787.01    relating to kidnapping 
    782.02    relating to false imprisonment 
    787.04    relating to removing children from the State concealing children   
        contrary to court order 
    794.011  relating to sexual battery 
    794.041  relating to prohibited acts of persons in familial or custodial authority 
Florida Statutes, Chapter 796   relating to prostitution 
   Section  798.02    relating to lewd and lascivious behavior 
   Chapter 800   relating to lewdness and indecent exposure 
    806.01    relating to arson 
    812.31    relating to robbery 
    826.04    relating to incest 
    827.03    relating to aggravated child abuse 
    827.04    relating to child abuse 
    827.05    relating to negligent treatment of children 
    827.071  relating to sexual performance by a child 

   827.09    relating to abuse, neglect or exploitation of aged or disabled adults 
Florida Statutes, Chapter 847   relating to obscene literature 

 Chapter   893   relating to drug abuse prevention and control if the offense was a felony or if  
  any other person involved in the offense was a minor 

 
I further attest that I have not been judicially determined to have committed abuse against a child as defined in Section 
39.01(2) and (7) Florida Statutes, or to have a substantiated, indicated report of abuse as defined in Chapter 415, Florida 
Statutes, or to have committed an act which constitutes domestic violence as defined in Section 741.30 Florida Statutes. 
 
Under penalties of perjury, I declare that I have read the foregoing, and the facts alleged and agree to inform my 
supervisor immediately if arrested for any of the disqualifying offenses while an extern/volunteer with the court. 
 
 
 
_________________________________________  _______________________________ 
Signature       Date  
(Please type your name to sign electronically) 
 



 

 
Administrative Office of the Courts 

Externship/Volunteer Program  
Fingerprinting / Background Check 

 
 
Externs/volunteers are subject to a criminal history checks similar to that of Court Administration's paid 
personnel.  Fingerprints will be used to check the criminal history records of the Florida Department of Law 
Enforcement (FDLE) and the Federal Bureau of Investigation (FBI).  Criminal Justice agencies participate in 
the National Rap Back Program which retains applicants’ records at the state and national level during 
employment and provides agencies with notifications when updates occur. These records are removed from 
the agency’s database within 5 business days of applicant’s last day with the agency. 
 
Refusal to submit fingerprints for the use in conducting a background check will result in denial into the 
program. 
 

Acknowledgement 
 
I hereby authorize Court Administration of the Eighth Judicial Circuit Court to process a set of my fingerprints 
for the purpose of accessing and reviewing Florida and national criminal history records that may pertain to me 
to determine eligibility into the program. 
  
I understand the following:  
 

• My fingerprints will be retained at the Florida Department of Law Enforcement (FDLE) and the Federal 
Bureau of Investigation (FBI) for the purpose of providing notice of any subsequent modifications to my 
criminal history record.  

 
• The Eighth Judicial Circuit Court may provide me with a copy of my FBI criminal history record for 

review and possible challenge.  
 

• A copy of any national criminal history record that may pertain to me can be obtained directly from the 
FBI.  

 
• I am entitled to challenge the accuracy and completeness of any information contained in any such 

criminal history record pursuant to F.S. 943.056 and Title 28, CFR, Section 16.30-34.  
 
 
 
 
 
 
 
 
_________________________________________  _______________________________ 
Signature       Date  
(Please type your name to sign electronically) 
 
 
 
 
 
 



 

 
Administrative Office of the Courts 

Externship/Volunteer Program  
Acceptable Computer Use Policy Receipt 

 
 
 
I hereby acknowledge that I have read, and understand the Eighth Judicial Circuit Court's Acceptable 
Computer Use Policies (Administrative Order No. 10.07). 
 
 
 
 
 
_________________________________________  _______________________________ 
Signature       Date  
(Please type your name to sign electronically) 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



 
Administrative Office of the Courts 

Externship/Volunteer Program  
Submittals 

 
 
 
[  ]   I acknowledge that I have been accepted into the externship/volunteer program of the Eighth Judicial 

Circuit Court and have been directed to complete this packet. 
 
[  ]   I acknowledge that copy of a state-issued picture ID, or a passport, is required and will be sent to 

hr@circuit8.org. 
 
[  ]   I acknowledge that background check information is required, and the process must be completed at 

least three (3) business days before start date. 
 

 
 

 
 

Submit 
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