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Jury Duty Procedure
Any employee eligible for leave benefits who is ordered on a jury shall be entitled to his or her regular county pay; provided, that fees for such jury duty are deposited, exclusive of mileage, with the department of finance.  Employees shall report back to their work supervisor when dismissed from jury service. (KCC 3.12.240)

Action By:


   

Action:

	Employee
	1.
	Receives jury duty summons

	
	
	
	

	 
	2.
	Communicates jury duty information* and provides copy of jury duty summons to supervisor, requesting time off for jury duty service

	
	
	
	

	
	3.
	Completes request for time off according to department procedures (i.e., absence request form, time sheet, equivalent system)

	
	
	
	

	Employer

     
	4. 
	Approves time off according to department policy

	
	
	
	

	
	5.
	Forwards copy of jury duty summons and any related time off paperwork to      

	
	
	
	

	Employer

     
OR

Employee

     
	6.
	Enters approved jury duty leave of absence information and leave of absence payroll codes into payroll system

	
	
	
	

	
	7.
	Retains a copy of jury duty summons

	
	
	
	

	Employee
	8.
	Begins jury duty

	
	
	
	

	
	9.
	Communicates
back to supervisor if dismissed from jury duty within regularly scheduled shift

OR

back to supervisor during the next regularly scheduled shift if dismissed from jury duty after regular work hours 

OR

back to supervisor if jury duty is expected to last beyond requested dates of absence

	
	
	
	

	 
	10.
	Declines jury duty payment from court system for daily services.**  Employee is not eligible to keep daily jury duty payment (exclusive of mileage) due to receipt of their regular King County pay

	
	
	

	Employer

     
	11.
	Coordinates expected return to work dates

	
	
	
	

	
	12.
	Retains employee leave of absence information

	
	
	

	*For jury duty in Pierce and Kitsap County’s please submit letter received in the mail indicating your need for jury duty. (King County courts do not do this)

**If employee does accept payment from court system for jury duty then the employee must submit the payment, minus mileage, to FBOD/Payroll Operations at 

MS: CNK-ES-0230.  Payments must be made by check or money order. 


      �	
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