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AO 78 (10/09) 

FEDERAL JUDICIAL BRANCH 

APPLICATION FOR EMPLOYMENT 
If you need additional space, continue under “Remarks” listing item number 

1.  Name (Last, First, Middle Initial) 2.  Phone Number 

            

3.  Present Address (Street, City, State, Zip) 

      

4.  Email Address 

      

5.  Other Names Previously Used for Employment Purposes 6.  Date of Birth (complete only for law enforcement positions) 

            

GENERAL 

 
7.  Are you a U.S. Citizen?  YES  NO If no, give the Country of your citizenship  

         

8.  a.  Were you ever a federal civilian employee?  YES  NO If yes, give highest civilian grade:       /       /        

   Pay Plan  Grade  Step  

      b.  Are you receiving a federal civilian annuity payment?  YES  NO  

 

      c.  Are you receiving federal severance pay?  YES  NO If yes, give former agency contact/telephone:        

        

      d.  Have you received a federal separation incentive payment  YES  NO If yes, state mo/yr received and former agency contact/telephone:  

in the past 5 years?          

9.  Do you have any relatives who are Judges, Officers or   YES  NO If yes, give their names, positions, and relationships to you.  

employees of the United States Courts?         

10.  Have you ever served on active duty with the military?  YES  NO (If selected, you will need to provide your DD-214 (copy 4), Certificate 

of Release or Discharge from Active Duty, so that your service may be 

verified and credited)  

 

   

BACKGROUND INFORMATION 

For questions 11, 12, and 13, your answers should include convictions resulting from a plea of nolo contendere (no contest), but omit (1) traffic fines of $300 or less, (2) any 

violation of law committed before your 16th birthday, (3) any violation of law committed before your 18th birthday if finally decided in juvenile court or under a Youth Offender 

law, (4) any conviction set aside under the Federal Youth Corrections Act or similar state law, and (5) any conviction for which the record was expunged under Federal or state 

law. 

11.  During the last 10 years, have you been convicted, imprisoned, 

on probation, or on parole? (Include felonies, firearms or explosives 

violations, misdemeanors, and all other offenses)  

 YES  NO If yes, provide in Section 19 the date, explanation of violation, place of 

occurrence, and name/address of police dept or court. 

 

12.  Have you been convicted by a military court-martial in the 

past 10 years?  
 YES  NO If yes, provide in Section 19 the date, explanation of violation, place of 

occurrence, and name/address of military authority or court.  

 

13.  Are you now under charges for any violation of law?   YES  NO If yes, provide in Section 19 the date, explanation of violation, place of 

occurrence, and name/address of police dept or court. 
 

14.  During the last 10 years, have you been fired from any job for 

any reason, did you quit after being told that you would be fired, 

did you leave any job by mutual agreement because of specific 

problems, or were you debarred from Federal employment by the 

Office of Personnel Management or any other Federal agency? 

 YES  NO If yes, provide in Section 19 the date, explanation of problem, reason for 

leaving, and employer’s name/address. 
 

 

15.  Are you delinquent on any Federal debt?  (Include 

delinquencies arising from Federal taxes, loans, overpayment of 

benefits, and other debts to the U.S. Government, plus defaults of 

Federally guaranteed or insured loans (e.g., student loan, home 

mortgage loan)). 

 YES  NO If  yes, provide in Section 19 the type, length, and amount of 

delinquency/default, and steps being taken to correct the error/repay the debt.  

EDUCATION 

16.   a.  Do you have a high school diploma or G.E.D. equivalent?  YES  NO If yes, Date of Completion        

 

        b.  Name and location of colleges or universities Dates Attended Credit Hours Degree Date Received Grade Point 



Page 2 of 5 

 

 

             attended (including law schools) 
Quarter Semester 

Average and/or 

scholastic standing 

                                          

                                          

                                          

                                          

                                          

 
16.  c.  Other schools or training attended (list name/location of school, dates attended, subject studied, certificates received, and other pertinent data): 

      

 
JOB RELATED SKILLS, AWARDS, SPECIAL ACCOMPLISHMENTS 

17.  List any skills (e.g., language, computer, keyboarding speed), honors, awards, or special accomplishments (e.g., memberships in professional/honor societies, leadership 

activities, performance awards) that you believe are relevant to your ability to perform the job:  

      

 
APPLICANTS FOR LEGAL POSITIONS 

18.  a.  Are you admitted to the Bar?  YES  NO If yes, list the Bar(s) to which admitted and date(s) of admission.  If no, skip to  

  18b.        

            Is your Bar membership  ACTIVE  INACTIVE        

       b.  What was your scholastic standing in law school?  UPPER ½  UPPER ⅓   UPPER ¼ 

       c.  Were you a member of an editorial board of law review or a  

            moot court participant?  

 YES  No  

  

19.  REMARKS (Use this space for continuation of answers.  List the item number being explained.) 
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WORK EXPERIENCE 

(Start with your present position and work back 10 years.  Include any military service. Use additional page if necessary.) 

A 

Dates of Employment (mm/dd/yyyy) 
Number of hours 

worked per week: 
Exact Title of Your Position 

From:       To:                    

   
Salary or Earnings 

Pay Plan/Grade 

(If in federal Service) 
Place of Employment 

Starting $       Per        
      

City        

Final $       Per        State        

   
Name and Title of Immediate Supervisor Name and Address of Employer  (firm, organization, etc.) 

            

Business Telephone: (Area Code and Phone Number) 

      

Reason for Leaving 

      

Description of Work 

      

B 

Dates of Employment (mm/dd/yyyy) 
Number of hours 

worked per week: 
Exact Title of Your Position 

From:       To:                    

   
Salary or Earnings 

Pay Plan/Grade 

(If in federal Service) 
Place of Employment 

Starting $       Per        
      

City        

Final $       Per        State        

   
Name and Title of Immediate Supervisor Name and Address of Employer  (firm, organization, etc.) 

            

Business Telephone: (Area Code and Phone Number) 

      

Reason for Leaving 

      

Description of Work 
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C 

Dates of Employment (mm/dd/yyyy) 
Number of hours 

worked per week: 
Exact Title of Your Position 

From:       To:                    

   
Salary or Earnings 

Pay Plan/Grade 

(If in federal Service) 
Place of Employment 

Starting $       Per        
      

City        

Final $       Per        State        

   
Name and Title of Immediate Supervisor Name and Address of Employer  (firm, organization, etc.) 

            

Business Telephone: (Area Code and Phone Number) 

      

Reason for Leaving 

      

Description of Work 

      

D 

Dates of Employment (mm/dd/yyyy) 
Number of hours 

worked per week: 
Exact Title of Your Position 

From:       To:                    

   
Salary or Earnings 

Pay Plan/Grade 

(If in federal Service) 
Place of Employment 

Starting $       Per        
      

City        

Final $       Per        State        

   
Name and Title of Immediate Supervisor Name and Address of Employer  (firm, organization, etc.) 

            

Business Telephone: (Area Code and Phone Number) 

      

Reason for Leaving 

      

Description of Work 
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APPLICANT CERTIFICATION 

 

I certify that, to the best of my knowledge and belief, all of the information on and attached to this application is true, correct, complete and made in good 

faith.  I understand that false or fraudulent information on or attached to this application may be grounds for not hiring me, or firing me after I begin work, 

and may be punishable by fine or imprisonment.  I understand that any information I give may be investigated. 

 

SIGNATURE       DATE SIGNED       

 

 



 

 

 

 

Personal Data Sheet for Critical Incident Response Team 

 
 
NAME: 
 
Address (include directions):   
 
Home Telephone Number:   

 
Personal Cell Number:   

 
Home Email Address:   
 
Work Location:   

 
Office Telephone Number:   

 
 

 
Office Cell Number:   

 
Supervisor:   

 
Office Telephone Number:   

 
******* 

 

In the event of emergency, contact: 
 
 

 
Name:   

 
Relationship:   

 
Address:   
 
Home Telephone Number: 

 
Personal Cell Number:   

 
Home Email Address:   
 
Employment:   

 
Job Title:   

 
Work Address:   

 
Office Telephone Number:   

 
******* 

 

Next of Kin (other than above): 
 
 

 
Name:   

 
Relationship:   

 
Address:   

 
 

 
Home Telephone Number:   

 
Personal Cell Number:   

 
Home Email Address: 
 
Employment:   

 
Job Title:   

 
Work Address:   

 
Office Telephone Number:   

 
******* 

 
Special instructions regarding notification of family members, including minister’s name and phone number:   

  

 
PLEASE KEEP YOUR PERSONAL DATA SHEET UP TO DATE AS CHANGES OCCUR 



 

 

  AO 196A 

(Rev. 11/10) 

ACKNOWLEDGMENT OF GRATUITOUS SERVICES AND WAIVER 

 

I,       , hereby declare that my services to be  

performed from approximately       to       in the capacity of 

      to       

in the United States       (court or office) are to be rendered 

solely as a volunteer.  I hereby waive any claim or right to receive salary or other compensation in 

consideration for the performance of duties assigned by       .

  
I acknowledge that I am not entitled to receive civil service retirement credit or other related 

personnel benefits as a consequence of this voluntary employment, except that in the event of any 

personal injury incurred by me, I shall have those rights to compensation, if any, which may be 

provided by statute to persons rendering voluntary services to the United States. I further recognize 

that, as an employee of the United States, I retain no personal copyright privileges in any work 

product prepared by me in the course of this employment. Finally, I recognize that information which 

I obtain or to which I shall have access in the course of my employment is often of a confidential 

nature, and I agree to preserve the confidentiality of such information. 

 

        

 Name  

        

 Date  

        

 Witness  

        

 Date  

 

Pursuant to the authority vested in the Director of the Administrative Office of the United States 

Courts by 28 U.S.C. § 604(a)(17) and by delegation of this authority from the Director, I hereby 

accept and authorize the utilization of the gratuitous services described above. 

 

              

Signature of the Court Unit Executive  Date  



 

 

 

  



 

 

 

  



 

 

 

  



 

 

 

  



 

 

 

  



 

 

 

  



 

 

 

  



 

 

 

  



 

 



 

 

AUTHORIZATION TO RELEASE INFORMATION 

PRIVATE PERSON OR ORGANIZATION 

TO PROBATION OFFICE 
 

TO WHOM IT MAY CONCERN: 

 

I, __________________________, SSN #_______________________ the undersigned, hereby 

authorize the United States Probation Office for the Western District of North Carolina or its 

authorized representatives or employees, bearing this release or copy thereof, to obtain any 

information in your files pertaining to my: 

 

- Criminal Record  

 

- Credit Report 

 

- Educational Records 

 

- Previous Employment (if necessary) 

 

I hereby direct you to release information. This release is executed with full knowledge and 

understanding that the information is for the United States Probation Office’s official use. The 

information obtained by the aforementioned probation office is to be used only for the purpose of 

student internship application process. 

 

 

______________________________ ______________________  ____________ 

Authorizing Signature    Full Name-Printed   Date 

 

 

WITNESS - _____________________________________________________ 

U. S. Probation Officer                  Date 

 



 

 

 

 

 

Statement of Acknowledgment and Understanding of the Judicial Code of Ethics and 

Conduct 
 

 

 

 

I______________________________________ hereby acknowledge 

that I have read the Vol 2: Ethics and Judicial Conduct Part A and 

 understand the requirements as a student intern.                                                       

 

 

Signed:_______________________________ 

 

Dated: _____________________ 

 

 

 

 

 

 

 

 

 

 

 

 



 

 

Request for Permission to Participate  

in Student Intern Program 

Western District of North Carolina 

and  

Acknowledgment of Risk and Non-Disclosure Agreement 

 

 

The undersigned hereby requests permission to participate in a non-compensated Student Intern 

Program with the United States Probation Office, Western District of North Carolina. The 

student internship is for the purpose of educational benefit and practical experience in my field 

of study. If permission is granted, I hereby agree to obey all rules, regulations, and instructions of 

the United States Probation Office and the United States District Courts. I fully realize and 

appreciate the basic nature of probation work and the possibility that situations may arise which 

might result in my being exposed to the danger of physical harm or injury. I, nevertheless, freely 

and voluntarily accepts these risks. 

 

Wherefore, in consideration of the education benefits to be received and the granting to the 

above request, I hereby agree to hold the United States, its employees and agents, and servants, 

harmless from all liability to me for personal injury or property damage sustained during the 

period of time I may be in the capacity of student intern. 

 

If my duties require that I be a passenger in a vehicle operated by a staff member of the U.S. 

Probation Office or the U.S. Courts, I further agree that neither the owner of that vehicle nor the 

U.S. Courts will be liable for my safety. 

 

I hereby acknowledge and agree that any information including records, reports, files or oral 

communications I receive/provide in conjunction with my duties with the U.S. Probation Office 

is strictly confidential; and remains subject to the regulations governing confidentiality for the 

U.S. Probation Office, and is not to be disclosed, except as per said regulations, to any parties, 

individuals, or organizations other than personnel associated with the administration of work for 

the U.S. District Court. 

 

This is to acknowledge and confirm that the policy statement regarding the use of interns in the 

Probation Office, Western District of North Carolina has been explained fully, and I understand 

and agree to abide by same. 

 

 

 

 

 

 

 

 

Student Intern 

 

 

 

Date 

 

 

 

 

 

 

 

Intern Coordinator 

 

 

 

Date 



 

 

APPLICATION FOR INTERNSHIP 

UNITED STATES PROBATION OFFICE 

WESTERN DISTRICT OF NORTH CAROLINA 

 

 

Date Submitted: ___________________ 

 
Please provide as much detail as possible in each area as appropriate. Attach additional pages if necessary. 

 

PERSONAL INFORMATION 

 

Full Name ________________________________     Maiden Name ______________________ 

 

Address  ______________________________________________________________________ 

 

City/State _____________________________________ Zip Code _______________________ 

 

Home Phone ___________________________ Work Phone ____________________________ 

 

Date of Birth _______________________ Place of Birth ______________________________ 

 

Social Security Number ________________________ Citizenship ________________________ 

 

Driver’s License Number _________________________________________________________ 

 

Have you ever been convicted of a crime? Yes ____ No____ 

 

If yes, please explain: ____________________________________________________________ 

______________________________________________________________________________ 

______________________________________________________________________________ 

 

If employed, list the name of your direct supervisor: ___________________________________ 

 

If employed, may we contact your present supervisor? Yes ____ No ____ 

 

FAMILY INFORMATION 

 

Father’s Name/Address  __________________________________________________________ 

   __________________________________________________________ 

Mother’s Name/Address _________________________________________________________ 

    __________________________________________________________ 

 

Spouse’s Name _________________________________________________________________ 

 

 

SKILLS 



 

 

 

Are you familiar with Word Processing programs? Yes ____ No ____ 

 

If yes, please list which programs  __________________________________________________ 

 

What is your degree of competence with the above listed program(s)?  _____________________ 

______________________________________________________________________________ 

 

Are you fluent in any foreign languages? Yes ____ No ____ 

 

If yes, list the language(s) and your degree of proficiency _______________________________ 

______________________________________________________________________________ 

 

EDUCATION 

 

Name of Undergraduate Institution _________________________________________________ 

 

Address  ______________________________________________________________________ 

 

Course of Study ___________________________  Highest Level Completed  ______________  

 

Year/Degree ______________________________ Grade Point Average  __________________ 

 

Name of Graduate Institution _____________________________________________________ 

 

Address  ______________________________________________________________________ 

 

Course of Study ___________________________  Highest Level Completed  ______________  

 

Year/Degree ______________________________ Grade Point Average  __________________ 

 

Certifications  __________________________________________________________________ 

 

Professional Affiliations  _________________________________________________________ 

 

PHYSICAL CONDITION 

 

Do you have a history of any emotional, medical or health conditions/problems? Yes ___  No___ 

 

If yes, explain __________________________________________________________________ 

______________________________________________________________________________ 

______________________________________________________________________________ 

 

 

 

Have you ever used any illegal substances?  Yes ____ No____ 



 

 

 

If yes, explain __________________________________________________________________ 

______________________________________________________________________________ 

______________________________________________________________________________ 

 

EMPLOYMENT HISTORY 

 

(Current Employment) 

Company Name ________________________________________________________________ 

 

Address_______________________________________________________________________ 

 

Phone Number __________________________ Position  ____________________________ 

 

Dates of employment ______________________ Supervisor’s Name ____________________ 

 

Briefly describe responsibilities ___________________________________________________ 

______________________________________________________________________________ 

______________________________________________________________________________ 

 

Reason for Leaving  _____________________________________________________________ 

 

(Previous Employment) 

Company Name ________________________________________________________________ 

 

Address_______________________________________________________________________ 

 

Phone Number __________________________ Position  ____________________________ 

 

Dates of employment ______________________ Supervisor’s Name ____________________ 

 

Briefly describe responsibilities ___________________________________________________ 

______________________________________________________________________________ 

______________________________________________________________________________ 

 

Reason for Leaving  _____________________________________________________________ 

 

 

ADDITIONAL INFORMATION (use this space for anything else you want us to know 

that is not addressed in the above) _________________________________________________ 

______________________________________________________________________________ 

______________________________________________________________________________

______________________________________________________________________________

______________________________________________________________________________ 

 

 



 

 

APPLICANT CERTIFICATION 

 

I certify that to the best of my knowledge and belief, all the above information on and attached to 

this application is true, correct, complete, and made in good faith. I understand that false or 

fraudulent information on or attached to this application may be grounds for elimination of 

consideration for an internship position and or immediate discharge from the internship program. 

I understand that any information I provide may be investigated. 

 

 

Signature 

 

 

 

Date Signed 

 

 

 

 

. 
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Guide to Judiciary Policy 
 
Vol 2: Ethics and Judicial Conduct 
Pt A: Codes of Conduct 

 
Ch 3: Code of Conduct for Judicial Employees 

 
§ 310 Overview 

§ 310.10 Scope 
§ 310.20 History 
§ 310.30 Definitions 
§ 310.40 Further Guidance 

 
§ 320 Text of the Code 

 
Canon 1:  A Judicial Employee Should Uphold the Integrity and Independence of 

the Judiciary and of the Judicial Employee's Office 
 

Canon 2:  A Judicial Employee Should Avoid Impropriety and the Appearance of 
Impropriety in All Activities 

 
Canon 3:  A Judicial Employee Should Adhere to Appropriate Standards in 

Performing the Duties of the Office 
 

Canon 4:  In Engaging in Outside Activities, a Judicial Employee Should Avoid 
the Risk of Conflict with Official Duties, Should Avoid the Appearance of 
Impropriety, and Should Comply with Disclosure Requirements 

 
Canon 5:  A Judicial Employee Should Refrain from Inappropriate Political 

Activity 
 
 
 

 
§ 310 Overview 

 
§ 310.10 Scope 

 
(a) This Code of Conduct applies to all employees of the judicial branch 

except Justices; judges; and employees of the United States Supreme 
Court, the Administrative Office of the United States Courts, the Federal 
Judicial Center, the Sentencing Commission, and federal public defender 
offices. 

 

 
 
 

Last substantive revision (T rans m ittal G R -3) July 24, 2009 

Last revised (m inor technical changes) June 2, 2011 

http://jnet.ao.dcn/Guide/Vol_2_Ethics_and_Judicial_Conduct/Ethics_and_Judicial_Conduct_Transmittals.html
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(b) Justices and employees of the Supreme Court are subject to standards 
established by the Justices of that Court.  Judges are subject to the  Code 
of Conduct for United States Judges (Guide, Vol 2A, Ch 2).  Employees of 
the AO and the FJC are subject to their respective agency codes. 
Employees of the Sentencing Commission are subject to standards 
established by the Commission.  Federal public defender employees are 
subject to the Code of Conduct for Federal Public Defender Employees 
(Guide, Vol 2A, Ch 4).  When Actually Employed (WAE) employees are 
subject to canons 1, 2, and 3 and such other provisions of this code as 
may be determined by the appointing authority. 

 
(c) Employees who occupy positions with functions and responsibilities 

similar to those for a particular position identified in this code should be 
guided by the standards applicable to that position, even if the position 
title differs.  When in doubt, employees may seek an advisory opinion as 
to the applicability of specific code provisions. 

 
(d)      Contractors and other nonemployees who serve the judiciary are not 

covered by this code, but appointing authorities may impose these or 
similar ethical standards on such nonemployees, as appropriate. 

 
§ 310.20 History 

 
(a) With the adoption of the Code of Conduct for Judicial Employees on 

September 19, 1995, the Judicial Conference repealed the Code of 
Conduct for Clerks (and Deputy Clerks), the Code of Conduct for United 
States Probation Officers (and Pretrial Services Officers), the Code of 
Conduct for Circuit Executives, the Director of the Administrative Office, 
the Director of the Federal Judicial Center, the Administrative Assistant to 
the Chief Justice, and All Administrative Office Employees Grade GS-15 
and Above, the Code of Conduct for Staff Attorneys of the United States, 
the Code of Conduct for Federal Public Defenders, and the Code of 
Conduct for Law Clerks. 

 
(b) This Code of Conduct for Judicial Employees took effect on January 1, 

1996. 
 

(c) Canon 3F(4) was revised at the March 2001 Judicial Conference. 

http://jnet.ao.dcn/Guide/Vol_2_Ethics_and_Judicial_Conduct/Part_A_Codes_of_Conduct/Ch_2_Code_of_Conduct_for_United_States_Judges.html
http://jnet.ao.dcn/Guide/Vol_2_Ethics_and_Judicial_Conduct/Part_A_Codes_of_Conduct/Ch_2_Code_of_Conduct_for_United_States_Judges.html
http://jnet.ao.dcn/Guide/Vol_2_Ethics_and_Judicial_Conduct/Part_A_Codes_of_Conduct/Ch_2_Code_of_Conduct_for_United_States_Judges.html
http://jnet.ao.dcn/Guide/Vol_2_Ethics_and_Judicial_Conduct/Part_A_Codes_of_Conduct/Ch_4_Federal_Public_Defenders.html
http://jnet.ao.dcn/Guide/Vol_2_Ethics_and_Judicial_Conduct/Part_A_Codes_of_Conduct/Ch_4_Federal_Public_Defenders.html
http://jnet.ao.dcn/Guide/Vol_2_Ethics_and_Judicial_Conduct/Part_A_Codes_of_Conduct/Ch_4_Federal_Public_Defenders.html
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§ 310.30 Definitions 
 

(a) Member of a Judge’s Personal Staff 
 

As used in this code in canons 3F(2)(b), 3F(5), 4B(2), 4C(1), and 5B, a 
member of a judge's personal staff means a judge's secretary, a judge's 
law clerk, and a courtroom deputy clerk or court reporter whose 
assignment with a particular judge is reasonably perceived as being 
comparable to a member of the judge's personal staff. 

 
(b) Third Degree of Relationship 

 
As used in this code, the third degree of relationship is calculated 
according to the civil law system to include the following relatives:  parent, 
child, grandparent, grandchild, great grandparent, great grandchild, 
brother, sister, aunt, uncle, niece and nephew. 

 
§ 310.40 Further Guidance 

 
(a) The Judicial Conference has authorized its Committee on Codes of 

Conduct to render advisory opinions concerning the application and 
interpretation of this code.  Employees should consult with their supervisor 
and/or appointing authority for guidance on questions concerning this 
code and its applicability before a request for an advisory opinion is made 
to the Committee on Codes of Conduct. 

 
(b) In assessing the propriety of one's proposed conduct, a judicial employee 

should take care to consider all relevant canons in this code, the Ethics 
Reform Act, and other applicable statutes and regulations (e.g., receipt of 
a gift may implicate canon 2 as well as canon 4C(2) and the Ethics 
Reform Act gift regulations). 

 
(c) Should a question remain after this consultation, the affected judicial 

employee, or the chief judge, supervisor, or appointing authority of such 
employee, may request an advisory opinion from the Committee. 
Requests for advisory opinions may be addressed to: 

 
Chair of the Committee on Codes of Conduct 
c/o Office of the General Counsel 
Administrative Office of the United States Courts 
One Columbus Circle, N.E. 
Washington, D.C. 20544 
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§ 320 Text of the Code 
 

 
 

Canon 1:  A Judicial Employee Should Uphold the Integrity and Independence of 

the Judiciary and of the Judicial Employee's Office 
 
An independent and honorable Judiciary is indispensable to justice in our society.  A 
judicial employee should personally observe high standards of conduct so that the 
integrity and independence of the Judiciary are preserved and the judicial employee's 
office reflects a devotion to serving the public.  Judicial employees should require 
adherence to such standards by personnel subject to their direction and control.  The 
provisions of this code should be construed and applied to further these objectives. 
The standards of this code shall not affect or preclude other more stringent standards 
required by law, by court order, or by the appointing authority. 

 

 
 

Canon 2:  A Judicial Employee Should Avoid Impropriety and the Appearance of 

Impropriety in All Activities 
 
A judicial employee should not engage in any activities that would put into question the 
propriety of the judicial employee's conduct in carrying out the duties of the office.  A 
judicial employee should not allow family, social, or other relationships to influence 
official conduct or judgment.  A judicial employee should not lend the prestige of the 
office to advance or to appear to advance the private interests of others.  A judicial 
employee should not use public office for private gain. 

 

 
 

Canon 3:  A Judicial Employee Should Adhere to Appropriate Standards in 

Performing the Duties of the Office 
 
In performing the duties prescribed by law, by resolution of the Judicial Conference of 
the United States, by court order, or by the judicial employee's appointing authority, the 
following standards apply: 

 
A. A judicial employee should respect and comply with the law and these 

canons.  A judicial employee should report to the appropriate supervising 
authority any attempt to induce the judicial employee to violate these 
canons. 

 
Note:  A number of criminal statutes of general applicability govern 
federal employees' performance of official duties.  These include: 

 
• 18 U.S.C. § 201 (bribery of public officials and witnesses); 

http://www.law.cornell.edu/uscode/18/201.html
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• 18 U.S.C. § 211 (acceptance or solicitation to obtain appointive 
public office); 

• 18 U.S.C. § 285 (taking or using papers relating to government 
claims); 

• 18 U.S.C. § 287 (false, fictitious, or fraudulent claims against the 
government); 

• 18 U.S.C. § 508 (counterfeiting or forging transportation requests); 
• 18 U.S.C. § 641 (embezzlement or conversion of government 

money, property, or records); 
• 18 U.S.C. § 643 (failing to account for public money); 
• 18 U.S.C. § 798 and 50 U.S.C. § 783 (disclosure of classified 

information); 
• 18 U.S.C. § 1001 (fraud or false statements in a government 

matter); 
• 18 U.S.C. § 1719 (misuse of franking privilege); 
• 18 U.S.C. § 2071 (concealing, removing, or mutilating a public 

record); 
• 31 U.S.C. § 1344 (misuse of government vehicle); 
• 31 U.S.C. § 3729 (false claims against the government). 

 
In addition, provisions of specific applicability to court officers include: 

 
• 18 U.S.C. §§ 153,  154 (court officers embezzling or purchasing 

property from bankruptcy estate); 
• 18 U.S.C. § 645 (embezzlement and theft by court officers); 
• 18 U.S.C. § 646 (court officers failing to deposit registry moneys); 
• 18 U.S.C. § 647 (receiving loans from registry moneys from court 

officer). 
 

This is not a comprehensive listing but sets forth some of the more 
significant provisions with which judicial employees should be familiar. 

 
B. A judicial employee should be faithful to professional standards and 

maintain competence in the judicial employee's profession. 
 

C. A judicial employee should be patient, dignified, respectful, and courteous 
to all persons with whom the judicial employee deals in an official 
capacity, including the general public, and should require similar conduct 
of personnel subject to the judicial employee's direction and control.  A 
judicial employee should diligently discharge the responsibilities of the 
office in a prompt, efficient, nondiscriminatory, fair, and professional 
manner.  A judicial employee should never influence or attempt to 
influence the assignment of cases, or perform any discretionary or 
ministerial function of the court in a manner that improperly favors any 

http://www.law.cornell.edu/uscode/18/211.html
http://www.law.cornell.edu/uscode/18/285.html
http://www.law.cornell.edu/uscode/18/287.html
http://www.law.cornell.edu/uscode/18/508.html
http://www.law.cornell.edu/uscode/18/641.html
http://www.law.cornell.edu/uscode/18/643.html
http://www.law.cornell.edu/uscode/18/798.html
http://www.law.cornell.edu/uscode/50/783.html
http://www.law.cornell.edu/uscode/18/1001.html
http://www.law.cornell.edu/uscode/18/1719.html
http://www.law.cornell.edu/uscode/18/2071.html
http://www.law.cornell.edu/uscode/31/1344.html
http://www.law.cornell.edu/uscode/31/3729.html
http://www.law.cornell.edu/uscode/18/153.html
http://www.law.cornell.edu/uscode/18/154.html
http://www.law.cornell.edu/uscode/18/645.html
http://www.law.cornell.edu/uscode/18/646.html
http://www.law.cornell.edu/uscode/18/647.html
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litigant or attorney, nor should a judicial employee imply that he or she is 
in a position to do so. 

 
D. A judicial employee should avoid making public comment on the merits of 

a pending or impending action and should require similar restraint by 
personnel subject to the judicial employee's direction and control.  This 
proscription does not extend to public statements made in the course of 
official duties or to the explanation of court procedures.  A judicial 
employee should never disclose any confidential information received in 
the course of official duties except as required in the performance of such 
duties, nor should a judicial employee employ such information for 
personal gain.  A former judicial employee should observe the same 
restrictions on disclosure of confidential information that apply to a current 
judicial employee, except as modified by the appointing authority. 

 
E. A judicial employee should not engage in nepotism prohibited by law. 

 
Note:  See also  5 U.S.C. § 3110 (employment of relatives);  28 U.S.C. 
§ 458  (employment of judges' relatives). 

F. Conflicts of Interest 

(1) A judicial employee should avoid conflicts of interest in the 
performance of official duties.  A conflict of interest arises when a 
judicial employee knows that he or she (or the spouse, minor child 
residing in the judicial employee's household, or other close relative 
of the judicial employee) might be so personally or financially 
affected by a matter that a reasonable person with knowledge of 
the relevant facts would question the judicial employee's ability 
properly to perform official duties in an impartial manner. 

 
(2) Certain judicial employees, because of their relationship to a judge 

or the nature of their duties, are subject to the following additional 
restrictions: 

 
(a) A staff attorney or law clerk should not perform any official 

duties in any matter with respect to which such staff attorney 
or law clerk knows that: 

 
(i) he or she has a personal bias or prejudice concerning 

a party, or personal knowledge of disputed 
evidentiary facts concerning the proceeding; 

http://www.law.cornell.edu/uscode/5/3110.html
http://www.law.cornell.edu/uscode/28/458.html
http://www.law.cornell.edu/uscode/28/458.html
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(ii) he or she served as lawyer in the matter in 
controversy, or a lawyer with whom he or she 
previously practiced law had served (during such 
association) as a lawyer concerning the matter, or he, 
she, or such lawyer has been a material witness; 

 
(iii) he or she, individually or as a fiduciary, or the spouse 

or minor child residing in his or her household, has a 
financial interest in the subject matter in controversy 
or in a party to the proceeding; 

 
(iv)     he or she, a spouse, or a person related to either 

within the third degree of relationship (as defined 
above in § 310.40), or the spouse of such person 
(A) is a party to the proceeding, or an officer, director, 
or trustee of a party; (B) is acting as a lawyer in the 
proceeding; (C) has an interest that could be 
substantially affected by the outcome of the 
proceeding; or (D) is likely to be a material witness in 
the proceeding; 

 
(v) he or she has served in governmental employment 

and in such capacity participated as counsel, advisor, 
or material witness concerning the proceeding or has 
expressed an opinion concerning the merits of the 
particular case in controversy. 

 
(b) A secretary to a judge, or a courtroom deputy or court 

reporter whose assignment with a particular judge is 
reasonably perceived as being comparable to a member of 
the judge's personal staff, should not perform any official 
duties in any matter with respect to which such secretary, 
courtroom deputy, or court reporter knows that he or she, a 
spouse, or a person related to either within the third degree 
of relationship, or the spouse of such person (i) is a party to 
the proceeding, or an officer, director, or trustee of a party; 
(ii) is acting as a lawyer in the proceeding; (iii) has an 
interest that could be substantially affected by the outcome 
of the proceeding; or (iv) is likely to be a material witness in 
the proceeding; provided, however, that when the foregoing 
restriction presents undue hardship, the judge may authorize 
the secretary, courtroom deputy, or court reporter to 
participate in the matter if no reasonable alternative exists 
and adequate safeguards are in place to ensure that official 
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duties are properly performed.  In the event the secretary, 
courtroom deputy, or court reporter possesses any of the 
foregoing characteristics and so advises the judge, the judge 
should also consider whether the Code of Conduct for 
United States Judges may require the judge to recuse. 

 
(c) A probation or pretrial services officer should not perform 

any official duties in any matter with respect to which the 
probation or pretrial services officer knows that: 

 
(i) he or she has a personal bias or prejudice concerning 

a party; 
 

(ii) he or she is related within the third degree of 
relationship to a party to the proceeding, or to an 
officer, director, or trustee of a party, or to a lawyer in 
the proceeding; 

 
(iii) he or she, or a relative within the third degree of 

relationship, has an interest that could be 
substantially affected by the outcome of the 
proceeding. 

 
(3) When a judicial employee knows that a conflict of interest may be 

presented, the judicial employee should promptly inform his or her 
appointing authority.  The appointing authority, after determining 
that a conflict or the appearance of a conflict of interest exists, 
should take appropriate steps to restrict the judicial employee's 
performance of official duties in such matter so as to avoid a 
conflict or the appearance of a conflict of interest.  A judicial 
employee should observe any restrictions imposed by his or her 
appointing authority in this regard. 

 
(4) A judicial employee who is subject to canon 3F(2)(a) should keep 

informed about his or her personal and fiduciary financial interests 
and make a reasonable effort to keep informed about the personal 
financial interests of a spouse or minor child residing in the judicial 
employee's household.  For purposes of this canon, "financial 
interest" means ownership of a legal or equitable interest, however 
small, or a relationship as director, advisor, or other active 
participant in the affairs of a party, except that: 

 
(a) ownership in a mutual or common investment fund 

that holds securities is not a "financial interest" in 
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such securities unless the employee participates in 
the management of the fund; 

 
(b)      an office in an educational, religious, charitable, 

fraternal, or civic organization is not a "financial 
interest" in securities held by the organization; 

 
(c) the proprietary interest of a policy holder in a mutual 

insurance company, or a depositor in a mutual 
savings association, or a similar proprietary interest, 
is a "financial interest" in the organization only if the 
outcome of the proceeding could substantially affect 
the value of the interest; 

 
(d) ownership of government securities is a "financial 

interest" in the issuer only if the outcome of the 
proceeding could substantially affect the value of the 
securities. 

 
(5) A member of a judge's personal staff should inform the appointing 

judge of any circumstance or activity of the staff member that might 
serve as a basis for disqualification of either the staff member or 
the judge, in a matter pending before the judge. 

 

 
 

Canon 4:  In Engaging in Outside Activities, a Judicial Employee Should Avoid 

the Risk of Conflict with Official Duties, Should Avoid the Appearance of 
Impropriety, and Should Comply with Disclosure Requirements 

 
A. Outside Activities 

 
A judicial employee's activities outside of official duties should not detract 
from the dignity of the court, interfere with the performance of official 
duties, or adversely reflect on the operation and dignity of the court or 
office the judicial employee serves.  Subject to the foregoing standards 
and the other provisions of this code, a judicial employee may engage in 
such activities as civic, charitable, religious, professional, educational, 
cultural, avocational, social, fraternal, and recreational activities, and may 
speak, write, lecture, and teach.  If such outside activities concern the law, 
the legal system, or the administration of justice, the judicial employee 
should first consult with the appointing authority to determine whether the 
proposed activities are consistent with the foregoing standards and the 
other provisions of this code. 
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B. Solicitation of Funds 
 

A judicial employee may solicit funds in connection with outside activities, 
subject to the following limitations: 

 
(1) A judicial employee should not use or permit the use of the prestige 

of the office in the solicitation of funds. 
 

(2) A judicial employee should not solicit subordinates to contribute 
funds to any such activity but may provide information to them 
about a general fund-raising campaign.  A member of a judge's 
personal staff should not solicit any court personnel to contribute 
funds to any such activity under circumstances where the staff 
member's close relationship to the judge could reasonably be 
construed to give undue weight to the solicitation. 

 
(3) A judicial employee should not solicit or accept funds from lawyers 

or other persons likely to come before the judicial employee or the 
court or office the judicial employee serves, except as an incident 
to a general fund-raising activity. 

 
C. Financial Activities 

 
(1) A judicial employee should refrain from outside financial and 

business dealings that tend to detract from the dignity of the court, 
interfere with the proper performance of official duties, exploit the 
position, or associate the judicial employee in a substantial 
financial manner with lawyers or other persons likely to come 
before the judicial employee or the court or office the judicial 
employee serves, provided, however, that court reporters are not 
prohibited from providing reporting services for compensation to 
the extent permitted by statute and by the court.  A member of a 
judge's personal staff should consult with the appointing judge 
concerning any financial and business activities that might 
reasonably be interpreted as violating this code and should refrain 
from any activities that fail to conform to the foregoing standards or 
that the judge concludes may otherwise give rise to an appearance 
of impropriety. 

 
(2) A judicial employee should not solicit or accept a gift from anyone 

seeking official action from or doing business with the court or other 
entity served by the judicial employee, or from anyone whose 
interests may be substantially affected by the performance or 
nonperformance of official duties; except that a judicial employee 
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may accept a gift as permitted by the Ethics Reform Act of 1989 
and the Judicial Conference regulations thereunder.  A judicial 
employee should endeavor to prevent a member of a judicial 
employee's family residing in the household from soliciting or 
accepting any such gift except to the extent that a judicial 
employee would be permitted to do so by the Ethics Reform Act of 
1989 and the Judicial Conference regulations thereunder. 

 
Note:  See  5 U.S.C. § 7353 (gifts to federal employees).  See also 
5 U.S.C. § 7342 (foreign gifts);  5 U.S.C. § 7351 (gifts to superiors). 

 
(3) A judicial employee should report the value of gifts to the extent a 

report is required by the Ethics Reform Act, other applicable law, or 
the Judicial Conference of the United States. 

 
Note:  See  5 U.S.C. App. §§ 101 to 111 (Ethics Reform Act 
financial disclosure provisions). 

 
(4) During judicial employment, a law clerk or staff attorney may seek 

and obtain employment to commence after the completion of the 
judicial employment.  However, the law clerk or staff attorney 
should first consult with the appointing authority and observe any 
restrictions imposed by the appointing authority.  If any law firm, 
lawyer, or entity with whom a law clerk or staff attorney has been 
employed or is seeking or has obtained future employment appears 
in any matter pending before the appointing authority, the law clerk 
or staff attorney should promptly bring this fact to the attention of 
the appointing authority. 

D. Practice of Law 

A judicial employee should not engage in the practice of law except that a 
judicial employee may act pro se, may perform routine legal work incident 
to the management of the personal affairs of the judicial employee or a 
member of the judicial employee's family, and may provide pro bono legal 
services in civil matters, so long as such pro se, family, or pro bono legal 
work does not present an appearance of impropriety, does not take place 
while on duty or in the judicial employee's workplace, and does not 
interfere with the judicial employee's primary responsibility to the office in 
which the judicial employee serves, and further provided that: 

 
(1) in the case of pro se legal work, such work is done without 

compensation (other than such compensation as may be allowed 
by statute or court rule in probate proceedings); 

http://www.law.cornell.edu/uscode/5/7353.html
http://www.law.cornell.edu/uscode/5/7342.html
http://www.law.cornell.edu/uscode/5/7351.html
http://www.law.cornell.edu/uscode/html/uscode05a/usc_sup_05_5_10_sq3_20_I.html
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(2) in the case of family legal work, such work is done without 
compensation (other than such compensation as may be allowed 
by statute or court rule in probate proceedings) and does not 
involve the entry of an appearance in a federal court; 

 
(3) in the case of pro bono legal services, such work (a) is done 

without compensation; (b) does not involve the entry of an 
appearance in any federal, state, or local court or administrative 
agency; (c) does not involve a matter of public controversy, an 
issue likely to come before the judicial employee's court, or 
litigation against federal, state or local government; and (d) is 
reviewed in advance with the appointing authority to determine 
whether the proposed services are consistent with the foregoing 
standards and the other provisions of this code. 

 
Judicial employees may also serve as uncompensated mediators or 
arbitrators for nonprofit organizations, subject to the standards applicable 
to pro bono practice of law, as set forth above, and the other provisions of 
this code. 

 
A judicial employee should ascertain any limitations imposed by the 
appointing judge or the court on which the appointing judge serves 
concerning the practice of law by a former judicial employee before the 
judge or the court and should observe such limitations after leaving such 
employment. 

 
Note:  See also  18 U.S.C. § 203 (representation in matters involving the 
United States); 18 U.S.C. § 205 (claims against the United States); 
28 U.S.C. § 955 (restriction on clerks of court practicing law). 

E. Compensation and Reimbursement 

A judicial employee may receive compensation and reimbursement of 
expenses for outside activities provided that receipt of such compensation 
and reimbursement is not prohibited or restricted by this code, the Ethics 
Reform Act, and other applicable law, and provided that the source or 
amount of such payments does not influence or give the appearance of 
influencing the judicial employee in the performance of official duties or 
otherwise give the appearance of impropriety.  Expense reimbursement 
should be limited to the actual cost of travel, food, and lodging reasonably 
incurred by a judicial employee and, where appropriate to the occasion, 
by the judicial employee's spouse or relative.  Any payment in excess of 
such an amount is compensation. 

http://www.law.cornell.edu/uscode/18/203.html
http://www.law.cornell.edu/uscode/18/205.html
http://www.law.cornell.edu/uscode/28/955.html
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A judicial employee should make and file reports of compensation and 
reimbursement for outside activities to the extent prescribed by the Ethics 
Reform Act, other applicable law, or the Judicial Conference of the United 
States. 

 
Notwithstanding the above, a judicial employee should not receive any 
salary, or any supplementation of salary, as compensation for official 
government services from any source other than the United States, 
provided, however, that court reporters are not prohibited from receiving 
compensation for reporting services to the extent permitted by statute and 
by the court. 

 
Note:  See  5 U.S.C. App. §§ 101 to 111 (Ethics Reform Act financial 
disclosure provisions);  28 U.S.C. § 753 (court reporter compensation). 
See also  5 U.S.C. App. §§ 501 to 505 (outside earned income and 
employment). 

 

 
 

Canon 5:  A Judicial Employee Should Refrain from Inappropriate Political 

Activity 
 

A. Partisan Political Activity 
 

A judicial employee should refrain from partisan political activity; should 
not act as a leader or hold any office in a partisan political organization; 
should not make speeches for or publicly endorse or oppose a partisan 
political organization or candidate; should not solicit funds for or contribute 
to a partisan political organization, candidate, or event; should not 
become a candidate for partisan political office; and should not otherwise 
actively engage in partisan political activities. 

 
B. Nonpartisan Political Activity 

 
A member of a judge's personal staff, clerk of court, chief probation officer, 
chief pretrial services officer, circuit executive, and district court executive 
should refrain from nonpartisan political activity such as campaigning for or 
publicly endorsing or opposing a nonpartisan political candidate; soliciting 
funds for or contributing to a nonpartisan political candidate or event; and 
becoming a candidate for nonpartisan political office.  Other judicial 
employees may engage in nonpartisan political activity only if such activity 
does not tend to reflect adversely on the dignity or impartiality of the court 
or office and does not interfere with the proper performance of official 
duties.  A judicial employee may not engage in 

http://www.law.cornell.edu/uscode/html/uscode05a/usc_sup_05_5_10_sq3_20_I.html
http://www.law.cornell.edu/uscode/28/753.html
http://www.law.cornell.edu/uscode/html/uscode05a/usc_sup_05_5_10_sq3_20_V.html
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such activity while on duty or in the judicial employee's workplace and 
may not utilize any federal resources in connection with any such activity. 

 
Note:  See also  18 U.S.C. chapter 29 (elections and political activities). 

 

  

http://www.law.cornell.edu/uscode/html/uscode18/usc_sup_01_18_10_I_20_29.html
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Intern’s Evaluation 

of the Probation Office Intern Program 
 

 

Please return the completed form to your sponsor/coordinator at the end of your internship. 

 

1. What were the strengths of the internship program? 

 

2. Do you feel that you benefitted from the program?  How so?  If not, why? 

 

3. Identify any area for improvement of the intern program.  Please explain 

 

4. As an intern did you feel that you had plenty to do? 

 

5. In your opinion, was too much expected of you during your internship? 

 

6. Was there any experience you wanted to do or see, but did not? 

 

7. What was the least favorite thing that you experienced during your internship? 

 

8. What was the most valuable experience that you feel that you had during your internship 

with this agency? 

 

 

Name: ___________________________ Date:  ___________________________ 

 

Office: ___________________________ Sponsor: ___________________________ 

 

 

 

Thank you for providing an evaluation of our program.  We are hopeful that the experience was a 

good one for you, and wish you the best in your chosen career.  If we can ever be of assistance, 

please do not hesitate to call us. 

 


