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P6HX23-2.38
PROCEDURE:  COURT RELATED LEAVE 
I.
College employees in budgeted positions who are called for jury duty or are subpoenaed as a witness when not a principal in the litigation shall receive court related leave with pay, shall retain any fees earned, and shall not be paid by the college for meals, lodging or travel provided that:

A.
The employee’s supervisor is shown the subpoena or jury notice in advance of the anticipated service. 

B.
The employee obtains from the clerk of the court a certification of the time spent on jury duty and gives such certification to the supervisor. 

II.
If released from jury duty, or have completed testimony pursuant to the subpoena, prior to 1:00 PM the employee is expected to report to work for the remainder of the day.

III.
College employees involved in personal litigation as principals shall not receive court related leave.

IV.
College employees involved in litigation on behalf of the College or due to action in the line of duty as an employee of the College shall be considered on duty and shall turn over to the College any fees received from the court.

V.
If jury duty, or testimony pursuant to the subpoena, occurs during an employee’s regular work schedule, an employee receives regular pay, keeps any fees paid and the time served is considered work time in determining the employee’s eligibility for overtime compensation.  However, if jury duty, or testimony pursuant to the subpoena, occurs on a non-work day or scheduled day off, civil leave does not apply, the employee is not entitled to additional time off, and the time served is not considered work time in determining eligibility for overtime compensation.  

VI.
Second and third shift employees are not required to work on the day that jury duty, or testimony pursuant to the subpoena, occurs. 
History:
Adopted – 10/21/14.  Filed – 10/21/14.  Effective – 10/21/14. 
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