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    Purpose:

    ------------

The Company recognizes the importance of participation in mandatory court services such as jury duty, as they are an important part of an employee’s civic responsibility. The purpose of this Policy is to address the provisions provided to grant time off with pay to fulfill such obligations.
    Statement of Policy:

    -------------------------

Employees will be granted a leave of absence in accordance with applicable law in the event they are called upon to serve as a member of a jury in state or federal court.  Employees may take unpaid leave if they are subpoenaed to appear as a witness in a legal proceeding.
To qualify for leave due to jury duty or court appearance, the employee must provide to his/her supervisor any statement certified by a court representative as to the employee’s service as a juror or witness including the dates and hours of attendance. All certified statements must be forwarded to the Human Resources Department and filed in the employee’s personnel file.
    Procedure:

    --------------

1. Any employee summoned to serve as a juror in a federal, state, or local court shall be granted time off with pay to fulfill such obligation, provided that he/she meets the requirements set forth in this Policy.

2. An employee must notify his/her supervisor as far as possible in advance of any absence for court service. 

3. An employee who is subpoenaed or served notice to appear in court as a witness, is granted time off without pay for the duration of such appearance.  Vacation or unpaid time should be used for these instances.  If an employee serves as a witness on behalf of the Company in a legal proceeding, time off with pay will be granted to the employee for the duration of such appearance.
4. Jury duty and other court appearances do not always necessitate full-time absence from work. Therefore, employees will be expected to report for their regularly scheduled work hours that do not conflict with court appearances.

5. The Company will not provide compensation for hours the employee served on jury duty in excess of his/her normally scheduled number of work hours, or if the employee is absent from work for one or more full weeks during which no work is performed.
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