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OBIJECTIVE

To protect all regular employees and those temporary and student employees who have been
employed for six months or more from loss of pay while serving on jury duty or as a witness in
state, federal or local court.

PROCEDURE

An employee receiving formal notice to appear in court must immediately notify their supervisor
of the dates, time and expected duration of the appearance and provide a copy of the notice
received from the court.

Supervisors must permit the employee to appear in court as summoned.

The employee may retain any compensation received for jury or witness duty. The departmental
timekeeper has responsibility for entering court leave on the time report and also for maintaining
a copy of notice received from the court requiring the employee’s presence within departmental
time records. An employee who is a defendant or plaintiff in a court action may charge this leave
time as annual leave.
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