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County of San Bernardino

JURY DUTY


Employees in regular positions who are ordered/summoned to serve jury duty, including Federal Grand Jury Duty, shall be entitled to base rate of pay for those hours of absence from work, provided the employee waives fees for service, other than mileage. 

REFERENCES

Current County Memoranda of Understanding (MOU); Exempt Compensation Plan

General Information

Employees volunteering to serve on a Grand Jury shall be granted a leave of absence without pay to perform the duties of a member of the Grand Jury.

Employees are required to provide a Jury Duty Certification form for each day of service with their coded time each pay period. 

When practicable, the appointing authority or designee will convert an employee’s regular tour of duty to a day shift tour of duty during the period of jury duty.

Employees required to serve on a jury must report to work before and after jury duty, provided there is an opportunity for at least one (1) hour of actual work time.

Extra-Help/Recurrent/PSE – These employees are not entitled to receive any compensation for those hours of absence from work during the period of jury duty.  Upon request, a letter may be provided to the employee verifying they will not be compensated; however, they are entitled to Court-paid jury duty fees.

PAYROLL SPECIALIST RESPONSIBILITIES

· Verify that the employee has submitted a Jury Duty Certification for each day of service with their coded time

· If an employee receives compensation for their jury service, the employee is responsible to reimburse their department that amount, less the mileage.  

Refer to department guidelines for individual procedures
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