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I. POLICY STATEMENT

Northern Kentucky University (NKU) recognizes an employee’s responsibility, when subpoenaed, to serve on a
jury or to testify as a court witness. A regular full-time employee will be granted the appropriate time off without
loss of pay.

II. ENTITIES AFFECTED
All regular and contract employees. Part-time and temporary employees in the Staff classification are not
covered.

1. RESPONSIBILITIES

Employees — Employees must notify their supervisor of the need for time off and provide their supervisor with
a copy of the subpoena.

Supervisors — Supervisors must maintain a copy of the subpoena, determine approval of time off, and
evaluate if there are any shift changes that might need to be made.

IV. PROCEDURES

Court compensation — The employee will be permitted to retain jury duty compensation so as to help defray
any expenses while serving on a jury or as a subpoenaed court witness.

Return to work — If the employee is not required to be in court for the entire shift, the employee must return to
work for the remainder of the shift, if at least half or more of the shift remains.

Provisions for evening and night shift — Special provisions can be made for employees that work a shift that
is not NKU’s primary business hours (i.e. an early, evening or night shift). The supervisor will work with Human
Resources to determine any changes to schedule that need to be made.

Coding of approved time off - The approved time off should be coded under the Jury Duty absence code
3270.
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V. EXCEPTIONS

Employees who appear in court on their own behalf must use their own accrued vacation time. If vacation time
is not available, unpaid vacation time must be utilized.

VI. REFERENCES AND RELATED MATERIALS

RELATED POLICIES

Faculty Policies and Procedures Handbook, Section 12.2, “Jury Duty and Court Appearances”

REVISION HISTORY
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