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POLICY STATEMENT 
The Coalition encourages employees to fulfill their civic responsibilities by serving jury duty when required. 
 
PROCEDURE 
If an employee is summoned for jury duty, the employee must show the jury duty summons to their 
immediate supervisor as soon as possible so that their supervisor may make arrangements to accommodate 
the employee’s absence.   
 
If a regular full-time or part-time employee is summoned to jury duty, the Coalition will continue the 
employee’s salary during his/her active period of jury duty.  Employees are also permitted to retain the 
allowance they receive from the court for such service.  Employees who are not regular full-time or part-
time employees are given time off without pay while serving jury duty.   
 
All employees are allowed unpaid time off if summoned to appear in court as a witness.  Nonexempt 
employees may use accrued vacation or personal leave time during this period or take the time off without 
pay.  Exempt staff members will be paid their normal salary during any workweek in which they appear 
as a witness or juror and also perform services for the Coalition, regardless of the amount of time spent 
performing those services. 
 
To qualify for jury or witness duty leave, employees must submit a copy of the summons to serve as soon as 
it is received to their immediate supervisor.  In addition, proof of service must be attached to the 
employee’s time sheet in which the service occurred.   
 
Employees who are excused from court prior to the end of a business day are required to contact their 
immediate supervisor and return to work that day, if the supervisor determines that there is sufficient time 
remaining within the scheduled work period for meaningful work. 
 
The Coalition will make no attempt to have an employee’s service on a jury postponed except when 
business conditions necessitate such action. 
 
The Coalition will continue to provide insurance benefits for the full term of the jury duty absence.  Paid 
leave and holiday benefits will continue to accrue during unpaid jury duty leave. 
 

 
 
PARTIES AFFECTED 
Current Coalition employees 

 
ASSOCIATED DOCUMENTS / FORMS 
Jury Duty Summons; proof of jury duty performance 


