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#HH VACATION TIME

POLICY

Court staff members, other than temporary employees, who work 20 or more hours per week
are eligible for paid vacation time in accordance with this policy.

hours per week.

GENERAL INFORMATION

Accrual of Vacation Time

The vacation time accrual rates set fo
week.

10
15
16
17
18
19
20
TWéﬁ_a‘iﬂve or mcﬂ‘:é: 16.67 25

s s—"

Vacation time contifiies=e accrue during periods when vacation is taken. It does not accrue
for any calendar mort&=in which an employee is off the payroll for an aggregate of more than
three of the employee’s normal work days. Vacation time accrues for the first 12 months
during which an employee is receiving workers' compensation benefits.

Individuals who transfer from one court to another shall maintain accrued vacation time
balances.
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Vacation time may accrue up to a maximum of the hourly equivalent of 120 days. After
employees have reached the maximum accrual, vacation time begins to re-accrue in the
month when vacation time is taken.

Use of Vacation Time

Judges should permit employees to take vacations at such times as they choose as long as
the operational needs of the court can be fulfilled.

Payment of Unused Accrued Vacation Time S

—

Employees may accumulate vacation time in an amount not teZ&Xceed 960 hours, prorated
for employees working less than 40 hours per week. Uporﬂgﬂ@g}&ar&ﬁn from employment by
ret|rement dlscharge res:gnatlon or death employees Wlﬂ:be pald’f”nused accrued
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On January 5, 2011, court staff who were employeﬂf@zmﬁlﬁﬁate court before January 5,
2011 will receive a one-time advance_.accrual in the amgant of 40 hours of vacation time,
prorated for employees scheduled toWorkdess than 40 hamzﬁ per week during the 2011
calendar year. The monthly accrual rafétaw'ljg,r;o ated to cor ‘compensate for the advance
accrual. Beginning January 1, 2012, em";i@yees‘”’”if*“aﬁarue vaeetmn time at the normal rates.

b emets it
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:aecrue V‘aeetwn time at the normal rates.
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For example vacation “f“‘“efor a‘ﬁ‘*::émployee who works 35 hours per week and has 10 years

of servige:is as follows: *“355, T

—— e bl

"

Monthly a&%&aj rate 8.75 h’ﬁﬂrs (35 hours divided by 40 hours)

m

Payout: MaxumO Aamggfs

o ————
s

PROCEDURES =

To avoid conflicts in vacation schedules, judges shall establish procedures for scheduling
vacation time.
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Court staff use the payroll time and attendance reporting system to record time off and report
vacation time accrual balances. Proper codes must be used for reporting absences.

Questions on this policy: PCA Financial Services Department (860) 231-2442

Forms for this policy: None
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#iHt SICK TIME

POLICY

Court staff members, other than temporary employees, who work 2
are eligible for paid sick time in accordance with this policy.

Sick time accrues on a monthly basis after the first full calenﬂ man:tb of employment. Sick

time may be used for iliness, injury, or medical dlsablllty, [tmay alsé’*"b@_used in other special
circumstances as set forth below. e “’%

D m——

L

After completion of 10 years of service, one- qua,
paid upon retirement or death, subject to a maxXi

All accruals, limitations on the use of sick time, and Wmﬁﬂor unused sick time are
prorated for employees who work less:than 40 hours p%meek

beginning of the calendtar montha«-m *ﬁ%

e,

Sick time confinues to acé?ﬂéﬂﬁ“any monthdgting which sick time is taken, including the
period o{ggme ammg}gyee T§26n an authorized leave of absence with pay. It does not accrue
for any:calendar monthin whickean =an employee is off the payroll for an aggregate of more than
threezofithe employee’sHgrmal wm‘;&edays Sick time accrues for the first 12 months during

which aa»employee is recezvmg workers' compensation benefits.

e

e,
e——

Individuals Mransfer from:@ne court to another shall maintain accrued sick time balances.

e, [Pacmrv

Use of Sick Time==., ==

e
RS ————
e

s

The policies concerni%sick time are designed to enable employees to continue to receive
pay and benefits when they are unable to work because of iliness, injury, or medical
disability.

Sick time may be used for pregnancy not more than four weeks before the expected date of
delivery and for a period not exceeding six weeks following the date of birth. The expected
date of delivery must be certified by the employee’s physician. Additional sick time may be
taken for pregnancy before or after this period by submitting medical documentation
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satisfactory to the judge. An employee is responsible for notifying the PCA Financial Services
Department of the date of birth. Appropriate benefit change forms will be sent upon request,
and must be returned within 30 days of the date of birth.

The following special circumstances may be charged to accrued sick time:

e Medical or dental appointments for which arrangements cannot be made outside of an
employee’s normal work schedule
» When attendance would expose others to contagious disease:._

Pusswomesiy

e A maximum of 40 hours per occasion in the event of deathdfEthe immediate family
(spouse, father, mother, sister, brother, child, or any otbemember of the employee's

Prnsomivastrvicuil

household) ST

e A maximum of eight hours per occasion for the purpase of ’travellng to, attending, and

returning from funerals of persons other than membérs of the imediate family, if prior

perm|33|on is requested and granted by the LL;%E” =

m witvomss
o

vvvvvvvv

employee is the primary careglv w-xw:-jm

oo

em—

Medical Cﬁ’&iﬁ%“féfExamm“é‘ﬁoﬁ Requ:rementw

N—
—

e confines of"éoyeéazﬂedlcal privacy rights, judges are responsible for verifying
that émglpyees are usingztheir accrigd sick time properly. The judge should require
employees:to submit a medical certificate, signed by a licensed physician or other practitioner
whose method of healing |szrecogn|zed by the State of Connecticut, to substantiate requests

to charge tlm@@a@ﬁ% to accruedssick time under the following circumstances:

osssorssron  dwemesoner

e Any period ofabsence consisting of more than five consecutive work days

» When the emplgyee is absent because his or her attendance would expose others to a
contagious disease

» When there is a critical illness or severe injury in the employee's immediate family
creating an emergency requiring the attendance or aid of the employee

e Any other circumstance causing the judge to be concerned about excessive
absenteeism

The medical certificate should verify that the employee (or his/her family member) was
medically unable to work from the first date of absence through the last date of absence and
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was under the practitioner’s care. No information about diagnosis or prognosis is required. A
request for a medical certificate to verify use of sick time should be made to the employee
before his or her return to duty; preferably at the time the employee calls to notify the judge of
his or her absence.

Payment for Unused Accrued Sick Time

Employees accumulate sick time without limitation. After completion of 10 years of service,
one-quarter of an employee’s accrued sick time is paid upon retirement or death, subject to a
maximum payment of 480 hours, prorated for employees workingdess than 40 hours per
week. Payment for unused accrued sick time will be based uponsthe employee’s rate of pay
at the time of retirement or death. et

i

Transition to Accrual System (Incumbent Employees Onlzwf?”w m"%w

e,
Ao P———
e
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On January 5, 2011, court staff who were employed:by a probate court B"E%QJanuaw 5,

Lot e
i

2011 will receive a one-time advance accrual in:the"amount of 40 hours of sickitime, prorated

G

for employees scheduled to work less than 40% per weekiduring the 201 "calendar year.
The monthly accrual rate will be prorated to compénsate fothé advance accrual. Beginning

e

January 1, 2012, employees will accrue sick time at thengrmal rates.

Pt e
et rao—
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Employees hired on or after January Sz20%Ewill accrue sickdime at the normal rates.
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Proration of Accrual, Use Limitations, an’&j@ayoﬁf” Amounts ==

P
s -

D

i —————
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All provisions of this poligyzestablishing sic@}i nezaccrual rates, limitations on the use of sick
time for various purpgses; and thespayout of Sick time upon retirement or death are based
upon a 40-hour wogk:week. Such gmounts are*prorated for employees whose standard work

licy

week is less than 40:Hours. == ==

The following:is-an exampleforan emplé‘yemvg{}i_;%?\}vorks 35 hours per week:

.. e

o
e

e

Pregnaficy/maternity=350 hours

Death ofimmediatgzamily — 35 hours

Attendancezgifurieral of non-immediate family member — 7 hours
Critical iliness@Esevere injury of family member — 70 hours

Birth, adoption, taking custody of child — 21 hours

Adoption or taking custody — primary caregiver — 210 hours
Payout: maximum 420 hours

S:\Policies and Procedures\HR Admin\Sick Time.doc Page 3 8/26/2010



PROCEDURES

Employees must notify the judge of any extended absence due to iliness, injury, or medical
disability. The judge will note the reason for absence as “sick” and will not solicit additional
detail regarding the illness beyond duration of the anticipated absence, except as stated
under “Medical Certificate/Examination Requirements” above.

.

————
S—

Questions on this policy: PCA Financial Services Department (860) 231-2442 e

Forms for this policy: None
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#i# PERSONAL TIME

POLICY

e

Court staff members, other than temporary employees, who work;29»sor more hours per week
are eligible for personal time in accordance with this policy. =

Pl el

Personal time equal to 24 hours for a 40-hour work week{ggmatea”b,ased on employees’
normal work schedules) is provided each calendar year:. ~ e

GENERAL INFORMATION

Paid personal time is granted to new*emp}{ayees at the comelusion of six months of
continuous service, durlng which penod;mey"hayg,,mt been«:en;a leave of absence W|thout

PROCEDURES =

oA ————
P NS
PR ——
W

Personaimme can:=onl

sta :i%ti'me an@sgﬁendance reporting system to record time off and report
personal:tﬂne balances. Pr«ager codé'§5must be used for reporting absences.

Wm

Questions o%gol:cy‘ PCA Flnam::al Services Department (860) 231-2442

o—

Forms for this poh% one
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#H HOLIDAYS

POLICY

Court staff members, other than temporary employees, are eligib@%eceive up to 12 paid
holidays during the calendar year. =

GENERAL INFORMATION =

W et - _

Before the start of each calendar year, each judge yﬁw ys

ML a'ys%g_«be observed by
court staff. Consideration should be given to holiddys observed by the town{s):served and
state holidays. = =

ke e

New Year's Day ==600od Friday === Columbus Day

Martin Luther King, Jr. Day ==Memorial Day == Veterans' Day

Lincoln's Birthday “Independence Day ===. Thanksgiving Day
Eabor Day=-:=-._ = Christmas Day

S
kit i einomere s g5,
oo i s,

i

Employees will be ;M”'é"ﬁtgd holida’»y@”;%ay;gmy if thwé%gliday falls on a day that the employee

normally works. The amaunt of-holiday-pay=shall be based on the employee’s standard

S e

working hetirsfoFthat day-ofthe week. ==

oo

pS
RS,

T ————. Rv—
b -~ i,
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Lo,
Powiing “son

Empléyees who are onah. unpaiddeave of absence on a scheduled day immediately before

o

or afteEa holiday shall néEbe paidorthe holiday.

- P

PROCEBURES =

Feomby

On or before D%egﬁ%%ch judge will select 12 holidays to be observed in the upcoming
calendar year and shafzeemmunicate the holiday schedule to PCA and court staff.

Court staff use the pay;roll time and attendance reporting system to record time off. Proper
codes must be used for reporting purposes.

Questions on this policy: PCA Financial Services Department (860) 231-2442

Forms for this policy: None
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#iH COMPENSATION ADJUSTMENTS

POLICY

The Probate Court Budget Committee may periodically authorize ¢ ?z §of living adjustments
(COLAs) and merit increases for court staff. Each judge is resp g ;3

§ f» e for the implementation
of COLA and merit increases for the staff of the judge’s court u'if ia.’:‘éordance with the budget
committee’s guidelines.

GENERAL INFORMATION

1341

y i A
Generally, all court staff, except those whose ratﬁ% (E)&pay exceed the maxuiﬁ% for their
positions, are eligible to receive compensation Hdjustments i iny the form of CO and merit
increases. Temporary employees are not ehglbleé%If 1 Pcreaség‘hnless specifically’ authorized
by the budget committee. The total pool of funds fof‘cé)mpéﬁéatlon adjustments will be
determined by the budget committee, pgagnded that appi‘“?i d COLAs and merit increases will

be implemented only if the Chief Court| mlstrator approVes a budget for the probate court

system that includes funding for the morl? §§qunned corﬁ‘;f)épsatlon adjustments may be
withheld or postponed by action of the budget coﬁ‘i EF > *"
. ) *3
aih gém‘ » ‘s“ i ‘[ M ;ii i
PROCEDURES ,gsééiﬁﬁiﬁég”giiiZﬁ?z,. L
T TR
COLAs fggi §:§ i{% giiih
z ;%g ” z§§z§ *i”%s

8§c

—»o-f&i

ACOLAisa penodic C %H':‘B IT%CP§%§ §’(eﬁded to maintain employees in an

5&3

equwalent P?f | nflat %5‘ [increases tha'e ”i of purchasing goods and services. When a
COLAI rf t orz co rfis( , except those whose existing rate of pay exceeds the
maxl ims for their p% %g fi)s S, T ‘;

e %ve the same percentage increase. In addition, the

minim rqg market, and maximum ¥ e’?;,Of pay for each position are increased by the amount

of the bgml{\ t ;
Generally, a ié}% ?a ized CO
July. %J . ;;‘7

i

i%ecome effective at the beginning of the first full pay period in

Merit Increases i H ig m%

In addition to COLAs, the budget committee may periodically authorize judges to implement
merit increases for court staff. The budget committee will allocate funds to each court, and
judges will have the discretion to allocate the funds among court staff based upon factors
such as education, training, skills, experience, and job performance. The budget committee
may establish guidelines for the implementation of merit increases. Employees whose rates
of pay exceed the maximums for their positions shall not be eligible for merit increases.
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Generally, authorized merit increases become effective at the beginning of the first full pay

period in January.

Questions on this policy: PCA Financial Services Department (860) 231-2442

Forms for this policy: None

8/24/2010
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#Ht STAFFING LEVELS AND
POSITION CLASSIFICATIONS

POLICY

The Probate Court Budget Committee establishes staffing levels { ‘
allocation of staff among position classifications. Staffing Ievel f ire
anticipated available funds in the annual budget. ‘ §

GENERAL INFORMATION il ix

fé 2&dch court, including the
gestabllshed within the

;?}

ti 1w

The budget committee establishes benchmark and,
and reviews staffing levels annually to update b;enchmark levels, as apphcaBI’”“The
benchmark level represents the optimal numberdﬁstaff and t?né transitional autho‘nzatlon
permits courts to maintain a higher level of stafﬂng iﬁ‘fh‘e c§o ﬁs staff (or combined staff of
merging courts) as of December 31, 200§9 was highe etl-}ayy he benchmark level.

[ T
Courts are expected to move toward th% t)le {nark staffi é gyels through voluntary attrition.
If a court's transitional authorization is hit er t gﬁ ‘the benchmeifk the court is not authorized
to fill vacancies resulting from the departi ég of an eiﬁ‘\’g!péy}%g; %giiks

,,,,, h*u 3

Courts must adhere to ;thegbenéhﬁ?é,rk stafﬂn {éVeI that specmes the position classifications
available for the cou New hires L!?t fit into! ’ns framework.

Staffing levels are e)f ?;ésse f: ,
hours of work per week ﬁ‘ 5 benchmark staffing level of 3.5 can

|mp|eme E' % ual oi ours per w .5 X 40 = 140). While courts must be open
to the ’40 h& ourts are not requxred to have 40-hour work weeks for court
staff the total n Ber of f orized work hours is implemented is up to each court, and
staff s dules can be s iered &bover the required open hours.

& g \ (33
Staffing wﬂi b allocated to tQ‘L following position classifications:

pitth

3
55%%}%3*

s (FTE). One FTE position equals 40

arkAexceedsVS 0 FTE" "

Chief Gle 'R‘II Court benchmark between 4.0-7.9 FTE
Chief Clérk | Court benchmark 3.9 FTE or less
Court Staff Attorney Court benchmark exceeds 8.0 FTE
Deputy Chief Clerk Court benchmark exceeds 8.0 FTE
Clerk = Budget committee authorization
Assistant Clerk Budget committee authorization

Court Assistant Budget committee authorization
Probate Court Officer Limited to regional children courts
Security Officer Limited to regional children courts
Temporary Staff Budget committee authorization
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A full-time position is defined as one requiring 35 hours or more of work per week; and a part-
time position is less than 35 hours of work per week. A temporary staff position is defined as
a position authorized for an individual court for a specific purpose and for a limited period of
time. Refer to Policy No. ### “Temporary Staffing” for the policy and procedures.

PROCEDURES

submit proposals to the budget committee based on historical sta levels and antlmpated

Staffing levels are determined annually for the fiscal year July 1 thrﬂg h June 30. Courts will
future needs.

The budget committee reviews proposals and finalizes stafiﬁl& Ie:vilgE p March 31 for the

next fiscal year. The budget committee shall establish, bepc mark sta ‘; i!evels that take the
E §3 z§;
i

following factors into account: i |
1 3 i
% 3

H

et ook
eovorasi
e sp—

H

P
;:;i"

i%

if
nual populatlon éshmate by

I H

Efficiency of operation fg{ -gt-gi

e Population of the probate district as estab%ls iﬁ in §§a

the Department of Public Health for each C|ty¥g ] &

immediately preceding calendawear ‘i?ﬁ{g%g

e Workload ,d } mi i

o Types of cases heard by the cou ] §§§

¢ Other factors the budget commltte ; Ion er

g N

Th ”ﬁ%‘. 1 “3 et g ;;
e budget comm|ttee1 Oniz e to cons I e

course of the year to F ress unf&rfeen circ

F;Zf

s

-
« ol e
e

Cf:
v -
o+
WY
3
Q
1
wn

i{éyls i
Questions on this polic PG Finan éi ‘”gl 5??;{ ? epa[éi
%

Forms for tﬂs ,.&l{c ,iim?%;{}t»on E‘ig d
Lty

W
I
I

riptions

I
l i

|

y

g
oy
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#HH TEMPORARY STAFFING

POLICY

The Probate Court Budget Committee authorizes staffing levels fon‘eaz:h court. Courts may
hire temporary staff without advance approval if the court's bengt;mark staffing level is not
exceeded. The budget committee must give advance approvatféEa temporary need

R

exceeding authorized benchmark staffing levels. T

GENERAL INFORMATION

— Work on a special project, thé:réﬁulizements of Wﬁ]t;h (deadhnes needed skills,
etc.) preclude the utnllzatlon of:eouri“”@?f“ =

Typically, the duratlo%f an aSS|gﬁment will n@ﬁexceed three months, but periods in excess
of three months ma{”’:he approved::imder appromate circumstances.

Individuals in temporary*' itiONs Servet e@mam&ﬁeeded basis, and there is no expectancy
of contmueia:mpﬁ;yment "T""mporary staff are-not eligible for benefits other than
compensatlon _— =

e R

Temp@ra[y staff are paid=bi tsi:weeklyulﬁ»accordance with the pay schedule established by PCA.

PROCEE_BBES =

Prntens

For temporary s%g ne:eﬁ outlmed above that fall within benchmark staffing levels,
personnel data shé"ﬂ%prowded to the PCA Financial Services Department for payroll
processing. =

For temporary staffing needs exceeding benchmark staffing levels, judges must submit a
Request for Temporary Staffing form to the budget committee for review and approval.

Questions on this policy: PCA Financial Services Department (860) 231-2442

Forms for this policy: Request for Temporary Staffing Form
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#Ht WORKERS’ COMPENSATION

POLICY

=

Workers’ compensation benefits are governed by state statutes. Eagh court shall maintain a

J s

workers’ compensation insurance policy covering court staff to-provide benefits to employees
and their families in the event of occupational injuries or illnesses=Premiums for the workers’

o A ) o Y
i

compensation insurance policy are paid from each court'smiscellaneous office budget.

Employees must report an occupational injury or |IIQ;:0 the judge in*:?é'“éffcf_g[dance with the

policies set forth below. g

GENERAL INFORMATION

ige.is ‘ w;qpﬁpational iliness or injury. By law,
employees may report an injury withinzonezyear of its occarrence and an occupational illness
within three years of the first manifestation ofazsymptom ofsaid illness. Employees are urged

RO o

to advise the judge of an injury or illnessz@s soonraszpessible.Fpon notification to the judge,

a report shall be made to the.insurance provider in:accatdance with its requirements. Any

communications relating t&wotksrelated injuties:should bedate-stamped so that proper

action can be taken. == e 2

P S
P prinion

When an employeé%%jured during:the cours%employment due to the actions of a third
party (e.g., an employee:is involved:inzan-automabile accident while on court business), the

o

employee may.file a legakclaifEin orderio:receive compensation. An employee must notify
the judge-irEwriting:if.he or'sfig.is bringing legalz

“action against a third party.

s e

Noti@éétﬁgn of accept%%@igr cs?ﬁ“fzezgﬂng of a claim will go directly from the insurance provider
to thezemployee. The instzgnce provider will provide guidance about payment for claims.

. o

PROCEDERES =

oo,

Copies of the wor ers’ campensation information packet should always be available in the

probate court. S

Whether or not they result in absences from work or claims for payment of medical or related
costs, all occupational injuries or illnesses should be reported to the judge immediately. The
judge will notify the insurance provider and file a written report.

If an injured employee requires medical treatment, he or she must determine if care should
be obtained from a specific network of providers.
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The probate court shall notify the PCA Financial Services Department of a claim for workers’
compensation for attendance and payroll purposes. Court staff use the Paychex time and
attendance reporting system to record time off. Proper codes must be used for reporting
absences.

Probate courts can access payroll data from the payroll system in connection with insurance
carrier premium audits.

Questions on this policy: PCA Financial Services Department (860) 231-2442 B

Forms for this policy: None
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#HH MISCELLANEOUS OFFICE EXPENSES:
ANNUAL BUDGET PROCESS AND
DEFINITION OF EXPENSE CATEGORIES

POLICY =

The Probate Court Budget Committee will establish expenaef“categenes and annual expense
budgets for each court within anticipated available fundihg =

[Phbeisonti
o

In accordance with probate court regulations, Iapag.d funds shall be retumed“tathe Probate
Court Administration Fund.

GENERAL INFORMATION

— W,...MV

Workers’ compensation lnsurance“"" == "a«:%
Education, seminarszand meetmggw_ e
Dues S

Subscriptions ==+

[ ]
[}
[ ]
[ ]
e Accounting £§§”§
[ ]
[ ]
®
[ ]

Bank fees ”‘“5——?;

Pl Lo

Expense,categones are far er def{mgd below:

Workers ca__pensatlon mswe A workers’ compensation policy should be purchased,
and annual instirance premms should be charged to this account.

Education, semmaw%a, ﬁﬁ’“" -meetings — Fees for attendance at educational programs,
seminars, and confergaces that have an educational component with a direct relationship to
probate matters should be allocated to this account. Reimbursement for an individual's meal
consumed on the way to a meeting or at a meeting scheduled during the lunch hour is
prohibited. Out-of-state conference fees with a direct relationship to probate matters are
allowable; however, travel expenses for transportation, lodging, and meals are not
considered a reimbursable probate business expense and shall be paid out-of-pocket.

Dues — The cost of membership dues in professional organizations may be reimbursed,
providing it relates directly to the probate court duties of the judge or employee, and the judge
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or employee actively participates in the organization. Examples of dues considered
reimbursable: Connecticut Probate Assembly, Connecticut Bar Association (for judges who
do not practice law), National College of Probate Judges, and Connecticut Association of
Probate Clerks. Dues for civic organizations such as chambers of commerce, Kiwanis,
Knights of Columbus, etc. are not reimbursable. Occupational taxes, professional license
fees, and client security fund fees are not reimbursable.

Subscriptions — This account includes annual subscriptions for reference materials,
magazines, newspapers, and books that relate directly and principally to probate court
business. Connecticut Estates Practice Series authored by Gaylgzwﬂﬂhelm and/or Ralph
Folsom, are an appropriate court expense. e

P

Accounting fees — Professional fees incurred in 2011 to prépare tﬁ"ﬁ:?ﬁ10 income Report,
Employee Verification Form, and Retained Earnings Amalysis are an é’ﬂéyyable expense. In
addition, service fees incurred to prepare 2010 Form§:3W-3 and W-2 and-pa payroll tax filings are
allowable court expenses. Invoices paid in 2011 shalFbe for services rendéred red during the

s st

period January 5, 2011 through March 31, 201. J=Effective April 1, 2011, accounting fees will

not be allowable. Invoices for accounting servicésimust be ga?djn full by June 3672011.

Bank fees — A checking account shall be malntamed't@gyﬁor miscellaneous office
expenses. Checking accounts should:Besestablished atBanpks that do not charge a monthly
service fee. The cost of replenishing the*cm.supply is an:approprlate business expense.

WW«- i ""‘""”“’"

»mw

the tap water at the lacﬁflon is deféfi:*mlned to ﬁ:é -non- potable Courts may also purchase
simple refreshmenfé”“"’hen hostlng_%@eetlngs necessary for the conduct of probate court
business. Refreshmants-should .Gal¥.be allowe “’iﬁ}group settings. Examples include
meetings of a probate cotirt regiof-forwhichthe fiost court provides morning coffee or

situations Mﬁémpurt hasf&an afternoon traiing session and provides soda. Generally,
lunch apd/ord dlnner“&’"meals are~;aroh|blted Alcoholic beverages are strictly prohibited.

Wi

P e,

P

LA )Y

celebré’fé“za,,hollday or specfaloccasi?ﬁn Alcoholic beverages are strictly prohibited. The
budget commLﬁee has detemned that the use of state funds for the purchase of gifts is not
allowed. == =

s ssmminnstont
e
e

Other — This cate%w@*isﬁﬁ”ﬁl’uded in the budget for contingency purposes. These funds may
not be used for any 8xpense category defined above.

PROCEDURES

Budgets will be prepared annually for the fiscal year July 1 through June 30. Each court will
submit budget proposals to the budget committee based on historical spending and
anticipated future needs.
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The budget committee will review budget proposals and finalize budgets by March 31 for the
next fiscal year. PCA will notify the judges of approved miscellaneous office budgets in June
after approval of the annual budget for the probate court system is received from the Chief
Court Administrator.

Actual spending in any one expense category may not exceed the budget without advance
approval by the budget committee. Requests to exceed the budget shall be submitted to the
budget committee in care of the PCA Financial Services Department.

Questions on this policy: PCA Financial Services Department (860) 231-2442="

Forms for this policy: None ==
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Date Issued: 01/01/2011
Revised:

PCA Policy Manual
#iH MISCELLANEOUS OFFICE EXPENSES:

PAYMENT PROCESS
POLICY

Miscellaneous office expenses will be paid from the Probate Cou;}ﬁﬁ%inistration Fund. Funds
will be transferred semi-annually by PCA to each court based omroved budgets.

Courts will maintain a disbursement checking account for tﬁ”é‘%“éle?gpose of paying
miscellaneous office expenses. Funds from any other sowcé must not%bh deposned into this

account.

GENERAL INFORMATION

PCA will advance budqeted funds,ﬁmﬁfszeml-annual basis for direct deposit into each court
checking accoum —_—= Wx

Judgesﬂvﬂf be responsible for*managlng spending within the approved budget and shall not
overspend the allotted”bggget wﬂﬁ“gut advance approval by the Probate Court Budget
Commﬁi&e == ==

s
e

mmm

Payments foEEgoods or servicés should be made by a check payable to the supplier. In some
cases, it mayBezmore appréptate for the judge or court staff member to pay for an expense
and subsequentfiEseek reimbursement from the court. For instance, with the advance approval
of the judge, a clerkgnaisatiend a Connecticut Association of Probate Clerks (CAPC) dinner
meeting and pay casF6T the event. In this case, the clerk shall secure a receipt evidencing
payment and submit a Reimbursement Request Form to the court. Reimbursement of court
funds to a judge or court staff member shall only be made with the submission of a
Reimbursement Request Form and appropriate receipt documentation. Reimbursement from a
petty cash account or other cash on hand is strictly prohibited.

Questions on this policy: PCA Financial Services Department (860) 231-2442

Forms for this policy: Reimbursement Request Form
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Date Issued: 01/01/2011
Revised:

PCA Policy Manual

#HH MISCELLANEOUS OFFICE EXPENSES:
ACCOUNTING SOFTWARE

POLICY

——
W«.« Wm

Costs for software purchases or upgradés mU‘s:t“bangproved»;!ﬁ;advance by the PCA

be charged to the “other” cat mg.ry of the mlscellanfe‘eus"éﬁ@e,,budget

Judges have the respo,
manner: .

Prepar«ewsummary reg:garts for the annual audit process

ﬂ'ﬂm W

Judges may delegaie theseacﬂwhes to court staff.

Questions on this pohcw':f-"CA Financial Services Department (860) 231-2442

Forms for this policy: None
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Date Issued: 07/01/2010
Revised: 09/01/2010

PCA Policy Manual

REIMBURSABLE MILEAGE AND PARKING EXPENSES

POLICY

Judges and court staff will be reimbursed for mileage and parking expenses necessary for
the conduct of probate court business within state boundaries. Judges should consider
whether the trip is the most efficient and effective way of achieving the objective when
deciding whether to travel.

GENERAL INFORMATION

Judges and court staff will be reimbursed for mileage and parking arising from:

» Travel directly associated with normal probate business (e.g., travel to hospitals and
other locations for hearings, travel to make bank deposits)

» Travel to educational programs presented by PCA or the Connecticut Probate
Assembly, including continuing education seminars, clerks’ roundtable programs, new
clerks’ training, and CMS training

o Travel to probate-related educational programs approved by the Judicial Education
Standards Committee as set forth in Section 26.3 of the Regulations. This includes
programs sponsored by bar associations and accredited educational institutions.

e Judges' travel to Connecticut Probate Assembly meetings and judges’ and court staff
travel for committee meetings requiring attendance (i.e., committee members, request
as a special guest speaker, etc.)

e Travel to Connecticut Association of Probate Clerks (CAPC) meetings and meetings of
CAPC committees

e Travel to meetings of the probate regions

e Travel to meetings at PCA at which the attendance of the judge or court staff is
requested

e Judges’ travel to meetings of professional organizations directly related to the probate
court system

Attendance at committee meetings for personal interest is not considered probate business
and is not reimbursable.

The amount of reimbursement for mileage will be based upon the actual round-trip mileage
from the employee's regular work location (duty station) to the location where the probate
business is to be conducted. Employees are expected to use the most direct route possible.
In the event of excessive mileage claims, the judge and/or PCA will adjust the amount of
reimbursement to reflect the standard distances between cities and towns. Commuting
expenses from an employee’s residence to the employee's regular duty station are not
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reimbursable. If work-related duties require employees to transact business at a location
other than their regular duty station during an otherwise normal commute to or from work,
only the cost associated with the additional mileage (total miles traveled minus normal
commuting miles) will be reimbursed.

Judges and court staff will not be reimbursed for fees or fines for parking or motor vehicle
violations.

Judges and court staff should submit requests for mileage and parking reimbursements on a
monthly basis. Reimbursements that are submitted six months or more in arrears may require
additional documentation.

PROCEDURES

Judges and court staff may request reimbursement when using personal vehicles for probate
court business. Mileage will be reimbursed at the rate published by the State of Connecticut
Comptroller's Office for business travel reimbursement to state employees.

Judges and court staff must submit reimbursement requests for travel expenses on the In-
State Travel — Mileage and Parking Reimbursement form. The form requires the following
information: date of travel, business purpose of the trip, beginning location and beginning
mileage, and ending location and ending mileage.

For reimbursement requests from court staff, employees must prepare the form completely
and accurately and sign the form. The judge must sign the reimbursement request, thereby
authorizing payment and certifying that the reimbursements claimed are appropriate and in
accordance with this policy. Although an approval signature is not required for reimbursement
to a judge, the judge must sign his/her reimbursement request certifying that the
reimbursements claimed are appropriate and in accordance with this policy.

For 2010, mileage will be reimbursed by the court, and the reimbursement form should be
filed for audit purposes.

Effective January 1, 2011, reimbursements will be made through payroll and paid from the
Probate Court Administration Fund. Forms should be submitted to the PCA Financial
Services Department for processing.

Questions on this policy: PCA Financial Services Department (860) 231-2442

Forms for this policy: In-State Travel — Mileage and Parking Reimbursement Form (Fillable)
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