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Subject to overall agreement. 

SECTION ##.  JURY DUTY 

A. All full-time, part-time, and limited term employees are eligible for jury duty pay upon hire. 
B. Employees who serve on Jury Duty will receive Jury Duty Pay for the time they are required to serve up to, 

but not exceeding, their regularly scheduled hours. Employees are required to provide proof of service to 
receive compensation. 

C. Jury Duty Pay will be paid as base wages including any applicable differential. Jury Duty hours are not 
considered hours worked for the purpose of calculating overtime. 

D. An employee receiving a jury summons shall advise his/her supervisor as soon as possible, but no later 
than within three (3) days of its receipt. 

E. To receive compensation once the employee reports for Jury Duty, eligible employees must select the 
telephone on-call option, if available. Employees electing the telephone on-call option are to report to work 
until such time as they are called in to physically report for service, unless excused in advance by their 
supervisor. Employees who are on call and have not reported for Jury Duty are not eligible for Jury Duty Pay 
under this policy until they report for Jury Duty. 

F. If an employee is scheduled to work the night shift the day before and/or the day they are scheduled for Jury 
Duty, s/he will be released from the schedule and eligible employees will receive Jury Duty Pay not to 
exceed the employee’s regularly scheduled hours. 

G. When an employee is required to serve on his/her scheduled days off, the employee will not receive Jury 
Duty Pay for those days. 

H. Employees who are on an approved leave of absence during which s/he is integrating PTO hours are 
eligible for and may request Jury Duty Pay. In such instances, Jury Duty Pay will be paid in-lieu-of PTO 
hours. Employees should note that Jury Duty service during a leave of absence might impact their disability 
claim, since the hours could be considered work. Additionally, employees on leave for their own illness 
and/or injury should consider checking with their doctor to verify they are able to participate in Jury Duty. 
Any Jury Duty Pay the employee receives in-lieu-of PTO hours must be reported to the Employment 
Development Department (EDD) and Short- Term Disability/Long-Term Disability carriers, if applicable.  If 
the Employee has chosen not to integrate PTO hours with disability payments, s/he is not eligible to receive 
Jury Duty Pay. 

I. An employee who has been selected and wishes to serve on a Civil Grand Jury that is voluntary in nature 
needs to provide advance notice and receive authorization from his/her supervisor prior to serving. If 
approved, the employee will utilize accrued PTO since Civil Grand Jury service that is voluntary in nature is 
excluded from coverage under this policy. 

J. If an employee is on Jury Duty for less than half of his/her shift, s/he should call his/her supervisor to find out 
whether s/he needs to return to work.  The supervisor’s decision will depend on a number of factors, 
including the time it takes the employee to get to work, length of shift remaining, and staffing.  If the 
supervisor determines the employee doesn’t need to return to work, the employee will receive Jury Duty Pay 
for the full shift.  Supervisors have the option of excusing employees for the full shift in advance. 

PAMF   ESC  

_________________________________   ____________________________________ 

 

Date:_____________________________   Date: ________________________________ 10/28/2021 2/2/22




