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Sample Policy Language
This is a sample policy.  Prior to implementation, it should be amended to reflect your organization’s practices and legal obligations.

Sample Jury Duty Policy

If you are called to serve on a jury, the Company will pay the difference between the jury duty compensation and your regular rate of pay for up to 10 days in a calendar year, providing you return to work immediately following completion of your duty.  If you are released at a reasonable time during the day, you are expected to return to work to complete the day.

Exempt employees who work any part of the workweek will be paid their full salary for the week.

If your jury duty requires you to miss more than 10 days of work, you may use your sick leave to cover additional time off for your service.

Please notify your immediate supervisor when you receive notice that you are called for jury duty. You may be asked to provide evidence of your service.
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