5.6.1 Jury and Witness Leave

[Employer] encourages all employees to perform their civic duty and participate when summoned to jury duty or when they receive a subpoena to appear as a witness in a judicial proceeding. 

Eligibility

All employees are granted leave to perform jury duty or respond to a witness subpoena. 
[Paid jury and witness leave is available up to [e.g., 15, 30, 45 ] days for:

· [Full-time employees who have worked more than [e.g., 30 days, 90 days, six (6) months, one (1) year ] [consecutively] [cumulatively]; [and]

· [Part-time employees who have worked more than [e.g., six (6) months, one (1) year, two (2) years ] [consecutively] [cumulatively].]

· After [e.g., 15, 30, 45 ] days, jury or witness leave is unpaid.

Fees

[Employees may keep any jury fee provided to an employee for sitting on a jury or providing testimony.] 

[Any fee provided to an employee for serving on a jury or providing testimony will be deducted from the employee’s wages, if permitted by state law.] 

Requesting Leave

To request jury or witness leave, eligible employees must present their official court jury summons or witness subpoena, notifying them of their duty to serve as a juror or witness to provide testimony, to their [e.g., manager, supervisor, Human Resources Department, Personnel Department] within 24 hours of receipt of the summons or subpoena. 

Reporting to Work

While serving on jury duty, all employees are required to report to their [e.g., manager, supervisor] about their availability for work each day. Importantly, all employees are required to report immediately to work if the court releases them from their duty during a workday.

Questions About This Policy

If you have questions, suggestions or concerns about this policy, you should direct them to [e.g., your manager, your supervisor, Human Resources Department, Personnel Department, EEO Department, Compliance Department,].

[If you feel uncomfortable discussing your questions, suggestions or concerns about this policy with the [e.g., person, persons, department ] listed above, you can direct them to the [e.g., Human Resources Department, Personnel Department, EEO Department, Compliance Department or the President, CEO, owner].]
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