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311 Jury Duty 
Effective Date: 08/01/2022 

 
We encourage you to fulfill your civic responsibility by serving jury duty when summoned. 
While all employees are eligible to take jury duty leave, employees who have completed a 
minimum of 90 calendar days of service may request up to twenty (20) working days of paid jury 
duty leave over a calendar year.  
 
Your jury duty pay will be calculated by multiplying your base pay rate times the number of 
hours you would otherwise have worked on the day of absence. We may also require you to sign 
over any compensation you may receive from the court for serving jury duty as a condition of 
receiving pay under this policy. If you take annual leave, you will not be required to sign over 
any compensation. 
 
You must show the jury duty summons to your supervisor as soon as possible so that your 
supervisor may make arrangements to accommodate your absence. Of course, you are expected 
to report for work whenever the court schedule permits. Where court rules permit jurors to call in 
the night before to find out whether they have to come into the courthouse the next day, you may 
have to provide written confirmation from the court that you actually were called in on the day in 
question in order to be eligible for jury duty pay under this policy. 
 
You or your supervisor may request to be excused from jury duty if, in our judgment, your 
absence would create serious operational difficulties. 
 
For information about what happens to your insurance benefits, annual leave and sick leave 
accruals, and eligibility for holiday pay during an extended leave taken under this policy, see our 
Impact of Leaves of Absence on Employee Benefits policy. 


