
 

 

Purpose 

To provide summoned employees time off for jury duty or testifying as a witness without loss of pay. We 
encourage all employees to accept their civic responsibilities when summoned for jury duty or testifying 
as a witness in a judicial proceeding. This policy applies to all full-time employees working in the United 
States whereas state mandated benefits supersede in the event State mandated benefits exceed GSI 
benefit. 

Policy 

• Employees summoned will receive compensation equivalent to regularly scheduled daily base 
earnings (exclusive of overtime, bonuses or other compensation), during the period of time that 
they are off work due to jury or witness duty for up to a maximum of three (3) days /(24 hours) 
per calendar year. The employee will be required to report to work when the jury is not 
meeting on a particular day or if the jury is dismissed early.  

• Regular Part-time (working 30 hours or more per week) and Irregular Part-time employees may 
be excused for jury or witness duty, but without compensation under this policy.  

• GSI may consider a request to postpone a jury or witness service if the employee’s absence 
would seriously interrupt GSI’s operations. Any request for postponement must be initiated by 
employee’s supervisor, and, submitted in writing to the Sr. Director of Human Resources for 
approval. If approved, the Sr. Director of HR will write a letter of request for postponement to 
the clerk of the appropriate court system as indicated on the summons.  

• Authorized hours off for jury/witness duty will not be considered as working time for calculating 
overtime compensation. 

Procedure  

• An employee who receives a summons to serve as a juror or witness must notify their supervisor 
and submit a copy of the summons on the next working day following receipt. Employees who 
do not provide advance notice and official documentation will not be compensated under this 
policy. Employees cannot be paid for both jury duty and working pay on the same day. If the 
employee works on the same day, the employee will only be paid for actual hours worked.  

• A proof of attendance notice from the court shall be submitted to the Corporate HR 
Department. Corporate Human Resources will administer access to the Jury Charge Code on the 
employee’s timecard. 

General 

In order for an employee to be compensated under this policy, as detailed above, the employee must 
satisfy all requirements of this policy. Failure to do so will result in the time spent on jury duty as 
ineligible for compensation under this policy. Employees should direct any questions to the Corporate 
Human Resources Department. 

State mandates take precedence over Company Policy. 
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