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Purpose
To provide paid leave that allows employees to fulfill their civic duty for jury service or to appear as a
witness.

Procedure

Eligibility

Eligible employees are full-time staff and faculty. Temporary and part-time employees are not eligible.
Scope of Benefit

Paid leave will be granted for jury duty, for appearance before a city, county or federal commissioner or
other court officer for jury qualifications, or for duty as a witness (other than as plaintiff or defendant).

Request for Leave
A copy of the jury duty notification letter or subpoena must be submitted to the employee's supervisor
upon receipt of the notice by the employee.

When called to report for jury duty or to appear as a witness, the employee must notify his/her supervisor
of the date and time of the required appearance.

Conditions of Usage

Employees summoned as specified above are required to return to their work locations while temporarily
excused from attendance at court unless it is not practical because of the short time between court
sessions which the employees are required to attend or because of the short period remaining between
the time the employee is excused from court and the end of the scheduled workday.

References
None

Procedure History

04/01/2001 Revised

09/03/2009 Reformatted

12/05/2018 Revised and Approved by College Council

Legal Review
None



