
JUDGE D. MELISSA DISTLER – PROCEDURES  
 

LOCATION & GENERAL INFORMATION  

 

Judge Distler currently presides over the County Court Criminal docket and the Juvenile 

Delinquency docket at the Kim C. Hammond Justice Center in Flagler County. Her Judicial 

Assistant is Brittany Jones, who can be reached by telephone at 386-313-4520 and by email at 

bjones@circuit7.org.  

 

Criminal Traffic and Misdemeanor arraignments are held in Courtroom 101. Pre-trials, 

Violation of probation hearings, evidentiary hearings, docket sounding, trials, and all other 

matters are held in Courtroom 404 unless otherwise specified. The Court does not allow 

participatory appearances by telephone or zoom unless an emergency exists, or as otherwise 

provided by Rule 3.116 Fla. R. Crim. P. and Rule 2.530 Fla. R. Gen. Prac. & Jud. Admin.  

Private Counsel is permitted to appear via zoom for pretrial conferences and any non-

evidentiary hearing scheduled for less than 30 minutes.  

 

 

SCHEDULING A HEARING: 

 

➢ If you need to schedule a hearing, the request will need to be submitted via email to the 

Court’s Judicial Assistant, Brittany Jones. (Bjones@circuit7.org)  

 

➢ Be sure to include ALL parties in the email to the Judicial Assistant.  

 

➢ The Motion(s) must be e-filed with the Clerk’s office PRIOR to requesting hearing time. 

Please be sure to include opposing counsel’s position in the motion.  

 

➢ Please remember to ALWAYS include opposing counsel in the email, along with the case 

number, how much hearing time will be needed, and what motion(s) are being heard.  

 

➢ The judicial assistant will respond to all parties with available hearing times promptly.  

 

➢ If an Interpreter is required, it is the responsibility of counsel to arrange for the 

interpreter. Interpreter@circuit7.org  
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NOTICE OF HEARING  

 

➢ The party requesting the hearing time shall punctually file the notice of hearing setting 

forth the following:  

o Time and Date of the hearing  

o Motions and/or all matters being heard  

o Amount of time reserved with the judicial assistant  

o Location of the hearing, unless the Judge’s Office permits the hearing to be held 

remotely 

▪ If the hearing is remote, the zoom instructions will need to be attached to the 

notice of hearing and the Meeting ID will need to be on the notice of hearing.  

▪ The Meeting ID for Judge Distler’s zoom hearings is 386-313-4520 

 

CANCELLING A SCHEDULED HEARING  

 

➢ A hearing may only be cancelled by the party who scheduled the hearing, and all parties 

must agree.  

 

➢ A notice of cancellation MUST be e-filed with the Clerk of Court and emailed to the 

judicial assistant immediately.  

 

➢ A hearing scheduled by the Court may only be cancelled by the Court.   

 

MOTIONS & PROPOSED ORDERS 

 

➢ Efforts should be made prior to filing or upon receipt of a motion to contact the opposing party to 

determine if the matter can be resolved in whole or in part. This may alleviate the need for filing 

the motion or allow submission of an agreed order in lieu of a hearing. 

 

➢ Notice of Substitution of Counsel or Motion to Withdraw as Counsel: Absent written consent 

of the client, a hearing is required on a Notice of Substitution of Counsel and on a Motion to 

Withdraw as Counsel. (See Fla. R. Gen. Prac. & Jud. Admin. 2.505) If you have written consent from 

the client, please submit such with the motion.  

 

➢ Agreed Orders: It is the responsibility of the parties to make sure the appropriate 

stipulation or other supporting documents confirming said agreement are e-filed with the 

Clerk of Court prior to submitting the agreed order for the court’s consideration.  

 

➢ The Court does not accept “paper” orders sent through the postal mail. All orders 

must be e-filed through the e-portal. Only upon request should the proposed orders 

be emailed to the judicial assistant in Word format after the order has been e-filed.   

 

 



LEGAL MEMORANDA AND CASE LAW FOR JUDGE’S REVIEW 

 

➢ The Court welcomes the filing of memoranda of law supporting or opposing a motion or 

other matter to be heard.  

 

➢ Any party who wishes the Court to consider a memorandum prior to the hearing on a 

motion shall submit it directly to the Judicial Assistant via email (with a copy to all other 

counsel and unrepresented parties) at least three (3) business days prior to the hearing.  

 

➢ Any party who wishes the Court to consider case law at a hearing should submit a list of 

the case citations and a brief statement of the principle of law upon which the party relies. 

This notice of authority should be submitted to the Judicial Assistant via email (with a 

copy to all other counsel and unrepresented parties) at least three (3) business days prior 

to the hearing.  

EX-PARTE COMMUNICATION  

➢ Any communication or request intended to be viewed by the Court generally 

requires it be in the form of a pleading, motion, notice, stipulation or other 

document authorized by the applicable rules of procedure and should be e-filed with 

the Clerk of Court.  

 

➢ Unsolicited letters, emails, or communication of any type should NOT be sent to the 

Court. The Judicial Assistant is not permitted to relate to the Court the contents of 

any conversations which would be considered improper ex parte communication 

with the Court.  

 

➢ Unrepresented Parties: If you have a request of the Court, you must file such 

request as a motion (handwritten or typed) with the Clerk of Court.  

 

COURTROOM DECORUM – IN PERSON & REMOTE 

 

➢ All parties and counsel should be respectful, professional and civil to the Court, 

court staff, and each other at all times during the court proceedings.  

 

➢ Address all objections and any remarks to the Court, not to opposing counsel or the 

other party. Avoid all disparaging personal remarks or acrimony towards opposing 

counsel or the other party.  

 

➢ Refer to all persona by their surnames with the appropriate “Miss, Ms., Mrs., Mr., 

Dr.”, etc.  

 

➢ When appearing via Zoom – remove your hat, no smoking, no eating, no 

inappropriate clothing, inappropriate backgrounds, etc. The same rules apply on 

Zoom as they do in the courtroom.  
 



 

Zoom Instructions  

 

• Go to the downloaded App  

• Go to Join a Meeting 

• Your meeting ID is: 386 313 4520  

• Type in your name to identify your phone number by name 

• Hit “join the meeting” 

• Enable Video and Audio 

• You should hear: “You are in the meeting” 

• Your call at this time will be on mute.  You will not be able to 

speak.   
 

https://flagler.zoom.us/j/3863134520 
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