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My Benefits Website

 Benefits Guide

 Learn about changes

 Read about plans

 Use Cost Estimators

 Insurance Company Contact Info

 https://mybenefits.myflorida.com/
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People First

How employees will receive information

 Employees MUST verify mailing and home address in 
People First

 Employees MUST enter Notification Email in People First

 Benefits summary will be mailed and available online

 Confirmation statements will be mailed and available 
online

 New hire letter

https://peoplefirst.myflorida.com/peoplefirst

Phone Number: 866-663-4735
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State Group Insurance

 Health 

 Life 

 Dental

 Vision

 Supplemental Plans

 Savings and Spending Accounts
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Who is Eligible?

 Salaried Employees

 OPS Employees who work 30+ hours

 Eligible Dependents
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Employer Paid Insurance 

 Health 

– Employer premium is based on the type of coverage 
(single/family) and the employee’s classification code.

– Premium Rate Chart

 Life 

– Employer monthly premium is $3.58.

 Disability

– Only available to select employees. 

– Monthly premium is based on employees salary.
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When Can Employees Enroll in 
Benefits?

 As a New Hire

 During Open Enrollment

 Because of a Qualifying Status Change 
(QSC) Event
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New Hire

 Newly-hired, eligible employees, have 60 days from the 
date hired to enroll in State Group Insurance benefits.

 Coverage begins on the first day of the month after the 
month in which the state deducts a full month’s premium. 
Coverage always begins on the first day of a month and 
continues for the rest of the calendar year, as long as you 
pay premiums on time and you remain eligible.

 If an employee enrolls in insurance after monthly payroll 
is processed, they may elect an early effective date for 
health insurance only. 
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Marketplace Exchange Notice 

Employers are required to provide a health 
insurance marketplace exchange notice to all 
newly hired employees.

– 2023 Marketplace Exchange Notice 
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Open Enrollment

 Held annually in the fall.

 Open Enrollment gives employees the 
opportunity to review available benefit plan 
options and make any changes they want for the 
next plan year.

 All elections will start January 1st and go through 
December 31st. 

 Any changes made will remain in effect for the 
entire calendar year, unless changes are made 
due to a Qualifying Status Change (QSC) event. 
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Qualifying Status Change (QSC) Event

 A QSC event is an event that results in a gain or 
loss of eligibility for coverage (e.g., birth, 
marriage, death).

 QSC Matrix

 Documentation of certain events is required.

 Employees have 60 days (unless otherwise noted) 
from the date of the event to make changes to 
their benefits. 
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Dependent Eligibility 
Verification Process
 All enrollees who add new dependents during 

QSC events will receive the documentation 
request. 

 If the enrollee fails to send sufficient documents 
in a timely manner, or if they submit documents 
that do not prove dependent eligibility, DSGI will 
terminate dependent coverage prospectively 
(i.e., the first day of the month following 
ineligibility determination).
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Leave Without Pay (LWOP)

 Types of LWOP:

– Family Medical Leave Act (FMLA)

– Military Leave

– Authorized Leave/Suspension

 When employees are on LWOP and not receiving 
a paycheck, the state premiums must be 
manually paid through a voucher processed at 
JAC. This includes health, life, and disability if 
applicable.

14



3/31/2022

8

Leave Without Pay (LWOP)

 Due to guidelines in the Affordable Care Act any 
employee on leave is entitled to affordable 
insurance. This means the employee will only be 
responsible for their portion of the health 
insurance premium when on any type of leave.

 Employees are also responsible for paying for any 
supplemental insurance plans.
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Where to send Premium Payments

 While an employee is on LWOP they will need to mail a 
check for their monthly pre-tax insurance premiums. 

 Please make the check or money order out to DSGI, put 
the PF ID# on the check, and mail it directly to:

People First Payments

P.O. Box 863477

Orlando, FL 32886-3477
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Measurement Matrix
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https://www.dms.myflorida.com/content/downloa
d/115513/637617/Measurement_Matrix_Final.pdf

Measurement Period
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New Hire Measurement 
Period 

Open Enrollment Measurement 
Period (OEMP)

A measurement period is defined as a period of 12 consecutive months

WHO OPS and Part-time FTE employees 
working less than 30 hours per 
week at the point of initial hire.

All salaried FTE employees and all 
OPS Employees who have worked 
12 months.

WHEN Starting the first day of the month 
following the initial hire date and 
ending the last day of the twelfth 
month.

October 3 through the following 
October 2 of each year. 
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Stability Period 

 Federal guidelines state that we must provide affordable 
coverage for the period of one year. 

 If an employee is hired at a 1.0 FTE but moves to a .25 or 
OPS, they will pay the same premium for the remainder 
of the year. 

 For example, an employee’s effective date is October 1 
and in January they move to a .25 FTE or an OPS position, 
they will pay the same premium for the remainder of the 
stability period. 
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Break in Service 

 A Break in Service occurs when:

– An employee moves from one salaried FTE position to 
another salaried FTE position (includes part-time salaried 
FTE) AND termination of employment lasts one full 
calendar month.

– For all other position changes: termination of employment 
that lasts at least 13 consecutive weeks; or a break 
between four weeks and 13 weeks if the period of service 
prior to the break is less than the period of the break.

 If a Break in Service does not occur and the employee was 
enrolled in benefits before termination, upon reemployment, 
benefits will automatically reinstate. 
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Under/Overpayment 
Benefits Report
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What is the Under/Overpayment 
Benefits Report?

 The report identifies employees and 
employers whose benefits are either 
underpaid or overpaid for the requested 
coverage period.
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What Does the 
Under/Overpayment Report Show?
 Employee Due:  Employee contribution due for the insurance 

plan for the coverage month. 

 Employee Paid:  Employee contribution paid for the insurance 
plan for the coverage month.

 Employee Variance:  Employee underpayment or overpayment 
amount for the insurance and coverage month. 

 Employer Due:  Employer contribution due for the insurance 
plan for the coverage month.

 Employer Paid:  Employer contribution paid for the insurance 
plan for the coverage month.

 Employer Variance:  Employer underpayment or overpayment 
amount for the insurance plan and coverage month.
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What am I supposed to do with 
the report?

JRO

• Review 
Under/Overpayment 
Report. 

• Inform employees of 
underpayments.

• Inform employees of 
refunds due to them.  

JAC

• Request all overpayment 
refunds from People First 
for both employee and 
employer paid premiums.

• Create JT backup 
documentation and 
voucher underpaid 
employer portion.

• Submit Move Money 
Request to People First.
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What Causes Under/Overpayments?

 Pay Increase

 Position Changes

 QSC Events

 New Hire/Payroll 
Cutoff

 LWOP

 Termination 

 People First 

 Warrant 
Cancellation/On-
demand

 Personal Payment-
Employee

 Voucher

 Age/Date of Birth
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Contact Information

 JAC Contacts – Phone – 850-488-2415
 State Attorney Offices 

• Monica Thomas, benefits@justiceadmin.org

 Public Defender Offices, Guardian ad Litem Offices,           
Capital Collateral Regional Counsel Offices, and Criminal 
Conflict and Civil Regional Counsel Offices

• Amy Maros, benefits@justiceadmin.org

 People First
• Call at 866-663-4735 

– https://peoplefirst.myflorida.com/peoplefirst
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Requests to Fill (Vacancies)

Amy Maros

Senior Human Resources Specialist

May 3, 2022

What and Where

What is a Request to Fill (RTF)?

 It is a job posting 

Where does it post?

Online:

 People First job site

 Employ Florida

 Indeed

 LinkedIn

 Other job boards
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Reasons to use People First

 Free

 Online

 Public Record

 Easy
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How to request an RTF 
 Download the Request to Fill (RTF) Vacancy Form or Pdf from 

https://www.justiceadmin.org/HR/jobpostings.aspx page or 
from https://www.justiceadmin.org/HR/hrforms.aspx page.

 Do a “save as” for new RTF request.

 Complete the RTF form.

 Using a separate Word document, submit the advertisement 
language. 

 If using qualifying questions, please include them in the 
email.

 Submit both the (RTF or PDF) form and the Word document 
to jobpostings@justiceadmin.org.

4
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Advertisement Language 

 Submit the advertisement language on a Word document

 Include how you want applicants to apply

 Online through the State of Florida jobsite (People 
First) is highly encouraged

 Direct apply; include the direct apply instructions

 Online and direct apply (not recommended)

 Include special information such as:

 Education requirements

 Additional documents required

 Background check will be conducted
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Standard Language

 The State of Florida is an Equal Opportunity 
Employer/Affirmative Action Employer and does 
not tolerate discrimination or violence in the 
workplace.

 Applicants requiring a reasonable 
accommodation, as defined by the Americans 
with Disabilities Act, must notify the agency 
hiring authority. Notification to the hiring 
authority must be made in advance to allow 
sufficient time to provide the accommodation.
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Standard Language

 The State of Florida supports a Drug-Free workplace. All 
employees are subject to reasonable suspicion drug testing 
in accordance with s. 112.0455, F.S., Drug-Free Workplace 
Act.

 If you are a retiree of the Florida Retirement System (FRS), 
please check with the FRS at 1-844-377-1888 on how your 
current benefits may be affected if you are re-employed 
with the State of Florida. Your current retirement benefits 
may be canceled, suspended, or deemed ineligible 
depending upon the date of your retirement. 
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Qualifying Questions

 Qualifying questions are pre-screening questions 
used to narrow down applicants to the most 
qualified.

 Qualifying questions may be a requirement to 
apply for the position.

 Qualifying questions can be used as automatic 
disqualifiers or used to gather more information 
about the applicant.

 One catch – they can be used only if applications 
are accepted online through People First. 
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How to get an RTF posted

 Submit the RTF form, advertisement 
language, and qualifying questions to 
jobpostings@justiceadmin.org a day or two 
before you want the advertisement posted.

 JAC HR staff will take care of the rest. 
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Talent Management System –
The Basics

 Talent Management System

 Log in to People First at 
Https://PeopleFirst.myflorida.com

 Select Talent Management 

 Select Recruiting from the drop-down 
menu

 Select the requisition you want to work 
with
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People First login page
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Talent Management Tile
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My Resources Page
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Who Can Review Candidates

 Anyone who was assigned as a team member to the RTF. 

 Team member must have an R or U security code in 
People First.

• R code allows for the employee to see their individual 
information and the RTF they are assigned to only.

• U code allows for the employee to see their individual 
information and the information of all the employees 
employed with your agency.

*U codes are usually restricted to HR personnel only.

 Hiring managers – by default, is the JAC employee who 
posted the RTF.
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People First Job Site Page
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Career Opportunities Page
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After Posting

 Your Request to Fill has been posted  
 If you did not accept online applications 

 Once it is verified that you are finished with the 
RTF,  JAC will have it closed

 If you accepted online applications

 Review candidates who applied through People 
First 

 Complete your internal hiring process

 Let JAC know who you hired and when they started

 Once that information is received, JAC will close 
out the RTF
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Frequently Asked Questions About 
Completing the RTF Form

Q – Is it required we use People First for job 
postings? 
A – No, as we are not a State Personnel System Agency.

Q – Is there a set number of days a job posting 
must be up or can stay on the People First Job 
site?
A – No, People First does not have a minimum amount of time a 
position has to be posted or can stay on the site. You should 
consult your agency’s internal policies to make sure it doesn’t have 
a minimum timeframe. There is an initial six month limit. However, 
the time can be extended if needed.    
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Frequently Asked Questions About 
Completing the RTF Form

Q – Can non-FTE positions be advertised on People 
First?

A - Yes, non-FTE positions, such as OPS, can be 
advertised on People First.

Q – If we advertise on People First, are we 
required to accept online applications?

A – No. The use of the online application process is 
not required; however, it is encouraged. 
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Please note. . . 

 A printable State of Florida application is 
no longer supported by DMS.

 Applicants who apply directly to your 
agency can not be added to your online 
applicant list.

 The JROs JAC serves are not considered 
separate from JAC proper for agency 
search purposes.
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Questions?

Please submit any questions regarding RTFs 
to jobpostings@justicadmin.org.

Thank you.
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