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I. POLICY  
 
Civil leave is granted to an employee who is subpoenaed or summoned to serve on a jury or as a 
non-party witness in any court proceeding.  Employees who are defendants in criminal cases are not 
eligible for civil leave.    

II. PROCEDURE 

A. Jury Duty.  Employees should provide their supervisor with prompt notice that they have 
been called to serve jury duty.  Whenever the employee is excused from court proceedings such 
that the employee could return to work for three or more hours, the employee must return to 
work. Otherwise, such additional time off must be approved by the employee’s supervisor and 
will be charged to annual vacation leave if available or, if not available, the  employee will not 
be compensated for such time.  However, an employee who is summoned or appears for jury duty 
for four or more hours, including travel time, in one day shall not be required to start any work shift 
that begins on or after 5:00 p.m. that same day or before 3:00 a.m. the following day.   Following 
completion of jury duty, the employee must present to his/her supervisor a statement from the 
Clerk of the Court specifying the days and hours spent in court. A copy of the notice from the 
court should be kept in the department and a copy must be sent to Human Resources for audit 
purposes.  Employees serving jury duty are eligible for paid civil leave if they are full-time or 
part-time regular employees 

B. Crime Victims.  An employee who is a victim of a crime will be permitted to leave work to 
be present at all criminal proceedings relating to the crime against the employee, provided they 
notify their supervisor prior to any absence.  In addition, an employee who is a victim of a crime 
must provide their supervisor with a copy of the form provided to the employee by the law-
enforcement agency and, if applicable, provide the employer a copy of the notice for each 
scheduled criminal proceeding that is provided to the employee as a victim.  EVMS may limit 
the victim-employee’s leave if the leave creates an undue hardship for EVMS.  Civil Leave for 
crime victims is unpaid leave. 

C. Court Appearance.  Employees who are subpoenaed or summoned to serve as a non-party 
witness should notify their supervisor prior to any absence.  If the employee is a witness on 
behalf of EVMS, the civil leave will be paid leave. 


