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Department: Administration  
Staff Report: FAF.23.051 

Policy Statement 

The Town of The Blue Mountains (Town) recognizes and respects the need for employees to 
complete Jury Duty and will make accommodations for employees selected to participate on a 
Jury or subpoenaed witness in any court. 

Purpose 

This policy establishes the procedure to follow when an employee is required to serve as a juror 
or subpoenaed witness in any court. 

Application 

This policy applies to all non-union employees (full-time, part-time, temporary full-time). 

Definitions 

Jury: a group of people randomly selected to observe a trial in a court of law. A judge guides the 
Jury through a trial by explaining the law and legal terms. Employers are required by law to give 
employees time off for Jury Duty. 

Procedures 

1. An employee who is required to serve as a juror or subpoenaed witness in any court 
shall be granted a paid leave of absence. Such leaves shall not constitute a break in 
service. 

2. An employee shall notify their immediate supervisor as soon as they are aware of the 
requirement to serve as a juror or witness. 



POL.COR.23.03 Page 2 of 2 
Jury Duty and Attendance in Court Policy 

3. Employees should include a copy of their summons to Jury Duty with the leave of 
absence request. 

4. Upon completion of Jury Duty or attendance as a witness, the employee shall present to the 
Department Head a satisfactory certificate showing the period of such service. 

5. The employee will be paid their full salary or wages at straight time, not to exceed regularly 
scheduled hours of work, for the period of such summons to Jury Duty or summons under 
subpoena to attend as a witness. 

6. The employee must submit without delay to the Director of Finance & IT Services the 
total amount of compensation received from the Court for such services, excluding 
expenses, and an official receipt. 

7. Where Jury Duty lasts for only part of a day, the employee must return to work (where 
possible) for the remainder of the day. 

References and Related Policies 

Jury Duty in Ontario 

Consequences of Non-Compliance 

Breaches of this policy will be dealt with through the Town’s progressive discipline policy. 

Review Cycle 

This policy will be reviewed once per term of Council or as required due to legislative change. 

https://www.ontario.ca/page/jury-duty-ontario#:%7E:text=people%20going%20to%20jury%20duty,they're%20on%20jury%20duty)
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