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A. The Agency shall grant full pay for regularly scheduled working hours on any day an employee is 
summoned for jury duty or is subpoenaed for court by the federal government, state government or 
any political subdivision thereof, where the employee is not a party to the action. All compensation 
received for court or jury duty is to be refused by signing the proper Agency form or remitted by the 
employee to the Agency's Fiscal Department for deposit with the County Treasurer - unless the court 
or jury duty is performed totally outside normal working hours or during approved vacation time. 

 
B. Employees shall notify their supervisor as soon as possible after receiving a notice or a subpoena so 

that necessary coverage can be arranged. Employees released from court or jury duty prior to the end 
of their scheduled workday shall report to work for the remaining hours. 

 
C. It is not considered proper to pay employees when appearing in court for criminal or civil cases when 

the case is being heard in connection with the employee's personal matters, such as traffic court, 
divorce proceedings, custody, appearing as directed with juvenile, etc. These absences would be 
charged as leave without pay, vacation, or compensatory time, in accordance with the appropriate 
policy herein. 

 

GUIDELINES 

 
 
Definition: 
 
 
PROCEDURES 

 

A. Employees shall notify their supervisor as soon as possible after receiving a notice or subpoena so that 
necessary coverage can be arranged.  

  
B. The employee must complete a Request for Leave form to be submitted to his or her supervisor for 

approval by supervisor, Deputy Director and Executive Director. 
 
C. The employee shall notify their supervisor on the day of selection decision. 
 
D. If the employee is not selected to serve, they should return to their duties at the agency if possible and 

submit their work excuse from the court to their supervisor. A copy of the excuse should be attached 
to the employee’s time sheet. 
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E. If the employee is selected to serve, the employee must: 
 

a. Submit a work excuse from the court to their supervisor along with a Request for Leave 
form. 

b. Attach a copy of the work excuse to his or her time sheet for the pay period(s) in which the 
jury duty was served. 

c. Submit the check from the court for their service on the jury to the Fiscal Department. This 
check must be received in order to receive the employee’s salary from the agency.  

 

REFERENCES 

 
Form:  Request for Leave of Absence 
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