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Policy and Procedure Regarding Jury Service 

1. General Policy. Noncertificated employees are not excused by law 
from either State or federal jury service. Any such employee who 
is called for jury service will be allowed to perform such service 
and will be paid his regular earnings, but must r6mit the amount 
he receives in jurors' fees, except for holidays, vacation 
periods, and days he is not in paid status. (Mileage allowance may 
be retained by the employee). (EC 87036; PC 782)

2. Notification to Supervisor  . Any noncertificated employee who 
receives a letter directing him to appear for qualification for 
jury service shall notify his supervisor as soon as possible.

3. Exemptions  . The supervisor should consider whether the employee is 
in any of the following categories:

a. In an executive, administrative, or supervisory class (see PC 596 
for list).

b. In a single position class.

c. Responsible for supervision in a college (e.g., Supervising 
Custodian).

d.   Personnel of the College Police.

e. Personnel who have special responsibilities relating to emergencies 
which may arise and who must be available on a standby basis for 
such emergencies.

   If the employee is in one of the above categories, if there is no 
qualified substitute to take his place, and if his absence would 
materially disrupt the operation of the college or division, the 
supervisor should discuss with the employee     'the possibility of 
requesting an excuse from jury service. If the employee is agreeable, 
the supervisor should ask the president of the college or division 
head to request the excuse of the employee. Such excuse should be 
requested by typing the following statement (in item 9) on the back 
of the employee's notice to report for jury qualification:

      It is requested that (employee's name) be excused from jury duty 
since (he) (she) is a regular employee of the Los Angeles 
Community College District and the loss of (his or her) services 



due to jury duty would materially disrupt the district's 
operations.

                                        (Signed) 
                                        (Title, College or Division) 

4. Limited Assignments  . Limited term assignments of persons with 
relief, substitute, or temporary status only may be terminated by 
the college president or division head at any time, including 
times when such employees will be absent from work due to jury 
service.
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5. Deferment  . Any noncertificated employee who receives a notice to 
report for jury duty should notify his supervisor as soon as 
possible. The supervisor should consider whether, because of 
overloads or deadlines, or because of the number of employees 
already absent on leave, the employee's absence would materially 
disrupt the operation of his section; if so, he should discuss 
with the employee the possibility of requesting a deferment. If 
the employee is agreeable, the supervisor should ask the president 
of the college or division head to request the deferment of the 
employee.  Such deferment should be requested by typing the 
following statement on the back of the employee's notice to report 
for duty:

       It is requested that (employee's name) be excused from jury duty 
for a period of three months since (he) (she) is a regular 
employee of the Los Angeles Community College District and the 
loss of (his) (her) services at this time would materially 
disrupt the district's operations.

                                           (Signed) 
                                           (Title, College or Division) 

     If the employee prefers to serve, or if the deferment is not 
granted the supervisor should make arrangements for the employee to 
be absent on informal leave.     (A substitute may be called by the 
usual procedure).

6. Release from Service  . Employees who are released from jury service 
during any day should report for work as directed by their 
supervisors. If assigned to other than day shift, the employee 
excused from jury service should make himself available between 8 
a.m. and 5 p.m. Substitutes should be permitted to remain for the 
full day, even though the regular employee reports for work after 
being excused from jury service for that day.

7. 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 and the rate of pay for such 
service, and the dates called for service but excused without pay. 
Personnel Operations Branch 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 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. All such employee certifications must be covered by 
the official certification for the entire period of such service 
which must be submitted to the timekeeper at the conclusion of the 
jury service.

8. Compensation  . The Payroll Branch will pay the employee -his 
regular salary on those days reported as jury service and covered 
by a certification on Form C352. 

9. Reimbursement  . The employee must reimburse the Payroll Branch for 
all jury fees received for days for which the employee has been 
paid his 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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