
EMPLOYEE JURY DUTY POLICY


THIS EMPLOYEE JURY DUTY POLICY (the “Policy”) is being distributed on , by , and shall become effective and enforceable beginning on .
1. It is the policy of  (“Company”) to provide days of leave with pay to all  employees (each an “Employee”) that are summoned for jury duty.  

2. Upon receipt of a summons for jury duty, Employee should promptly advise Company, and make a request for paid leave for jury duty.  At such time, Employee shall provide Company with a copy of the summons.  Employee shall keep Company informed at all times regarding Employee’s juror status. 

3. Any Employee summoned to jury duty may be authorized leave with pay for up to days in any calendar year. Any time in excess of the applicable maximum will be charged against Employee’s vacation accrual or leave without pay, at the option of Employee. Employee shall be responsible for informing the Court about any hardships created by being assigned to cases that may extend beyond days of jury duty.

4. Following completion of jury duty, Employee shall provide Company with a statement from the Court indicating actual time served on jury duty.  If such documentation is not provided to Company the time will be charged against Employee’s vacation accrual or leave without pay, and, at Company’s discretion, the Employee may be subject to disciplinary action.

I acknowledge that I have received a copy of this policy.

_____________________________________________

Date: _________________
 registered document proprietary, copy not
1

