Montana Judicial Branch

Personnel Policies & Procedures
	Subject:  Jury Duty
	Policy No.: Section 306

	Chapter: 2-18-604 and 2-18-619, MCA
	Pages: 2

	Section:  Leave and Time Management
	Revision Date: May 6, 2002

	
	Effective Date: May 6, 2002


1.0 POLICY

The Judicial Branch provides leave for an employee, as defined by 2‑18‑619, MCA, to serve as a witness or on jury duty when properly subpoenaed or summoned. Further, the Judicial Branch complies with State of Montana leave policies as required by 2-18-604, MCA.

2.0  DEFINITIONS 

"Employee" is any person employed by the Judicial Branch on a permanent, temporary, full‑time, part‑time, or seasonal basis.  This definition does not include an individual under contract with the state as an independent contractor.

"Jury duty leave" is an approved leave of absence with pay for an employee who has been properly summoned to serve as a juror in a court or judicial proceeding.

"Witness leave" is a leave of absence with pay for an employee who has been properly subpoenaed to serve as a witness in a court, judicial proceeding, or administrative proceeding.  

3.0 RATE OF COMPENSATION   

An employee on authorized jury duty or witness leave shall receive his/her normal gross salary or wage.  An employee shall collect all fees and allowances payable as a result of serving on jury duty or as a witness and forward the fees to the payroll clerk within 3 days of receiving them.  The employee shall retain any expense or mileage allowance paid by the court if the employee is using a personal vehicle. If the employee chooses to charge his/her juror or witness time off against his/her annual leave or compensatory time, he/she shall also keep all juror or witness fees paid by the court. A part‑time employee will receive pro‑rated compen​sation for those hours he/she is usually scheduled to work. 

An employee who is properly serving as a witness or on jury duty will continue to earn and accrue all benefits that the employee would normally earn.  

3.1 ABSENCES   

An employee shall inform his/her immediate supervisor of the date and anticipated length of absence as soon as possible after being summoned or subpoenaed.  An employee should furnish a copy of the summons or subpoena.  Authorized jury duty or witness leave may only be charged against the employee's annual vacation time or accrued compensatory time at the employee's option.  Payroll will document jury duty leave or service as a witness on the employee's leave record.  

3.2 REQUEST TO BE EXCUSED FROM JURY DUTY  

The supervising Supreme Court Justice, the supervising District Court Judge, the chief Water Judge, the Supreme Court Administrator, the State Law Librarian and the Clerk of the Supreme Court may request a court to excuse an employee from jury duty if the employee is needed for the proper operation of the office. All requests to excuse an employee from jury duty for this reason should cite 2‑18‑619, MCA. Employees may not request to be removed from jury duty for work-related unless the request is approved the by previously listed management officials.  
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