



JURY SERVICE POLICY AND PROCEDURE

INTRODUCTION

[Firm’s name] encourages employees to fulfill their civic obligations by performing jury service when called. Our jury service policy applies to full-time and part-time regular staff members. 

  

ENTITLEMENT

An employee called for jury duty will be provided an excused absence to perform this service and will receive time off with regular base pay for the length of the service. While on an excused absence for jury duty, all benefits shall remain in effect and the employee will continue to accrue vacation and sick days. 

 

GUIDELINES

If an employee does not have to attend court, they are expected to report to work. If an employee who works evenings is required to attend court during the day, individual arrangements with the direct supervisor can be made to facilitate the situation.

 

	RESPONSIBILITY
	ACTION

	Employee
	1. Upon receipt of a juror summons, the employee must immediately present the notice to their supervisor.

2. The employee must then forward the summons to the human resources manager for placement in the employee’s file. Any changes to the leave required should be forwarded to the supervisor and the human resources manager immediately. 

3. On completion of service, the employee obtains documentary proof of time served for submittal to the supervisor and human resources manager. 

4. Absence of jury duty must be recorded on the employee’s time sheet.

	Supervisor
	1. Ensure you are in receipt of summons from employee.

2. Ensure you are in receipt of documentary proof of the employee’s time served.

3. Process appropriate attendance records to reflect time served.



