
LOS ANGELES COMMUNITY COLLEGES
PERSONNEL GUIDE

B490
JURY SERVICE

Policy and Procedure

ISSUE DATE:
2-16-00

SERVICE:
Certificated, Faculty

CHANGES:

REPLACES:

PG B490

DISTRIBUTION: General
(See PG: B339 for decoding)

Complete Revision

(1-6-82) ISSUED BY:  Office of Pers Oper

Policy and Procedure Regarding Jury Service

1. General Policy

a. This policy shall apply to all academic employees of the Los Angeles Community 
College District (“District”).  However, to the extent that this policy is inconsistent 
with the terms of a collective bargaining agreement between the District and 
represented academic employees, the appropriate agreement shall prevail as to those 
employees. 

b. The District shall grant unrepresented academic employees (“employees”) of the 
District up to two weeks paid leave to serve as State or Federal Court jurors in 
response to a State or Federal Court Summons.  (Education Code section 87035 and 
Government Code section 1230) The terms and conditions for jury service leaves for 
represented academic employees are addressed in their collective bargaining 
agreements with the District, as appropriate.

c. At the discretion of the employee, an employee may forward a written request for 
excuse to the Jury Commissioner or Clerk of the Court from which the summons for 
jury duty was received.  Such a request should include the employee’s statement 
explaining why jury service would entail an undue hardship on the employee or on 
the District.

d. An employee may request a deferment of jury service, if the employee’s absence at 
the designated time would materially disrupt the operation of the department or 
section. 

e. An employee, other than a day-to-day substitute, temporary or academic employee 
represented under a collective bargaining agreement, who renders involuntary 
service on a Federal or state jury will be allowed his or her regular salary in 
accordance with the terms of this policy, provided he or she makes himself or herself 
available for work during the hours his or her presence is not required in court.  All 
jury fees except for mileage reimbursement, must be collected by the employee and 
remitted to the Business Services Division.  (Board Rule 101026)



B490   (Continued)

2. Certification.  At the conclusion of jury service the employee should have the court clerk 
or other appropriate official certify as to the dates paid for jury service,  the rate of pay 
for such service, and the dates called for service but excused without pay.  Office of 
Personnel Operations Form C352, obtainable from the employee’s college or division, 
should be used for this purpose.  This certification should be filed by the employee with 
the person responsible for his or her time reporting, who will forward it to the Payroll 
Branch.

In cases where a time report is due prior to the conclusion of jury service, the employee 
should certify on Form C352 as to the days served as a juror and submit this form in lieu 
of the official certification for the entire period of such service which must be submitted 
to the timekeeper at the conclusion of the jury service.

3. Compensation.  The Payroll Branch will pay the unrepresented academic employee his or 
her regular salary up to two weeks on those days reported as jury service and covered by 
a certification on Form C352 in accordance with the terms of this policy.  The Chancellor 
or College President, as appropriate, shall have authorization to approve payment for 
additional days that the employee served as a juror on either a State or Federal jury 
beyond the two weeks provided herein.  Represented academic employees shall be paid 
in accordance with the terms of their collective bargaining agreements with the District.

4. Reimbursement.  The employee must reimburse the Payroll Branch for all jury fees, 
except for mileage reimbursement, received for days for which the employee has been 
paid his or her regular salary (any days marked “J” on the time report), except for 
holidays, during vacation, or for days the employee is not in paid status.  Reimbursement 
should be by check, forwarded through the timekeeper at the place of regular assignment. 
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