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________________________________________
I.

PURPOSE
To provide information on rights, responsibilities, and guidelines related to employee’s Jury
Duty Service and Witness Leave.
________________________________________

II.

POLICY

SS
A

Regular, limited-term or probationary employee on Jury Duty or appearing as a witness shall
receive regular pay for absences during his/her regularly scheduled working hours, including
when the employee is a litigant in a court proceedings. However, an employee will not receive
regular pay for absences when involved in litigation that is related to his/her role as a County
employee. An employee who is on a modified workweek schedule, may request a change in
regularly scheduled working hours to Monday through Friday day shift for the duration of such
Jury Duty of Witness Leave. Such requests when filed by the employee shall be granted by
his/her supervisor, if practicable. Any compensation received by the employee while on Jury
Duty or Witness Leave, exclusive of mileage, shall be reimbursed to the County.
________________________________________

A.

C

PROCEDURE

Employee will complete the following steps:
1.

Promptly inform supervisor when a Jury Duty notification is received or when a
subpoena to appear as a witness is received.

2.

Submit copy of the Certification of Jury Duty Service to supervisor upon completion
of service. If the court does not provide a Certification of Jury Duty Services,
complete Jury Duty Biweekly Time Report (Attachment A). Provide a copy to his/her
supervisor when Virtual Timecard is submitted. Use “JD” in the regular code section
of the Virtual Timecard to report Jury Duty, and use “LP” (Leave with Pay) for
Witness Leave.

3.

Whenever practical, report to work to perform regular duties prior to or after
completing Jury Duty or appearing as a witness, unless the supervisor approves that
the remaining work time is less than reasonable travel time to court or work
location.

4.

Keep mileage fees paid by the court.

5.

Reimburse the County for any jury or witness fees by sending a personal check,
money order, or cashier’s check (not cash or the check from the court) for the
amount of the jury or witness fees received to the supervisor. The check should be
made payable to the County of Orange, with “Jury Fees” or “Witness Fees” written
in the memo space. Exclude fees paid for mileage or any portion of the fee that
relate to hours for which the employee did not receive regular salary. Repay these
fees within 45 days after the completion of service as stated in the County
Accounting Procedure M-2
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III.

B.

Supervisor shall:
1.

Inform employee selected for Jury Duty, or subpoenaed to appear as a witness, of
his/her rights and responsibilities.

3.

Arrange for employee to report to work either before or after daily jury service or
appearance as a witness in order to perform regular duties, unless the prior or
remaining work time is less than reasonable travel time to Court/County work
location.

4.

Obtain the Certification of Jury Duty service form from the employee in order to
verify Jury Duty service. If the Certification of Jury Duty service is not available,
obtain the Jury Duty Biweekly Time Report. Retain copies on file.

5.

Certify employee’s timecard to accurately reflect time changes.

6.

Ensure application of workweek and overtime provisions of appropriate
Memorandum Of Understanding (MOU), if employee returns to work and works
overtime after serving on Jury Duty or appearing as a witness.

7.

Send employee’s personal check, money order, or cashier’s check (do not send cash
or the check from the court) to SSA/General Accounting Supervisor at 888 N. Main
Street, Building #151. Ensure the check is made out to the County of Orange, with
“Jury Fees” or “Witness Fees” written in the memo space and does not include
mileage paid.

8.

Send an email or a signed memo to the employee to document receipt of the check.

9.

Where appropriate, verify and retain copy of memo from employee stating that the
assigned court did not pay fees.

10.

Follow up with employee if he/she does not submit check for Jury Duty or witness
fees within 45 calendar days from completion of Jury Duty.

11.

Notify Auditor-Controller Accounts Receivable in writing if the employee refuses or
fails to reimburse the County for any compensation fees. The Auditor-Controller
shall pursue collection of unpaid fees.

SS
A

If employee is on a modified work schedule, inform employee that he/she will
receive his/her regular pay for absences during regularly scheduled working hours
while on Jury Duty/Witness Service. The employees may request a change to a
regular daytime shift while on Jury Duty to receive maximum benefits.

SSA Fiscal Accounting Section shall:
1.

Prepare deposit order and deposit fees into County Treasury.

2.

Send receipts to the supervisors.
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C.

2.

________________________________________

REFERENCES

O

IV.

Memoranda of Understanding with OCEA, AFSCME, OCMA, Service Employees International
Union; Personnel and Salary Resolution; and County Accounting Procedure No. M-2, “Jury Duty
and Witness Fees Earned by County Employees.”

IV.

________________________________________

ATTACHMENTS
A:

Jury Duty Biweekly Time Report

