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3.8 Jury Duty

A. An employee shall be allowed such time off without loss of compensation as is required in
connection with mandatory jury duty. If payment is made for such time off, the employee is
required to remit to the State jury fees received. An employee may be allowed time off without
loss of compensation if approved by the department head or designee for voluntary jury duty
such as grand jury.

B. An employee shall notify histher their supervisor immediately upon receiving notice of jury duty.
C. If an employee elects to use accrued vacation leave, annual leave, personal leave, er

compensating time off (CTO), or their own time while on jury duty, the employee is not required
to remit jury fees.

D. For purposes of this Section, “jury fees” means fees received for jury duty excluding payment for
mileage, parking, meals, or other out-of-pocket expenses.

E. If an employee is assigned an approved alternate work week schedule, the employee is not
required to return to work after an eight (8) hour period of jury duty has been served.

F. Atthe employee’s request, an approved alternate work schedule (e.g. 9/8/80, 4/10/40, etc.)
may temporarily revert to a standard work schedule of 5/8/40 Monday through Friday in full
week increments for the duration of the jury duty assignment. For the purpose of this Section, a
work week is defined as 12:00 a.m. Sunday through 11:59 p.m. Saturday.



