Town of Westwood
Leave Administration
Civic Duty Policy
Policy #301

PURPOSE AND SCOPE
a. The purpose of this document is to define and establish procedures for
employees to fulfill their civic duty serving on juries or appearing as witnesses in
court proceedings.
APPLICABILITY
a. This policy applies to all paid positions in the Town excluding those positions
under the supervision and control of the School Committee. Employees whose
positions are governed by a collective bargaining agreement are subject only to
those portions of this policy that are not specifically regulated by those laws or
agreements.
DEFINITIONS
a. Jury Fees. Those fees, exclusive of reimbursement for expenses, paid by the
court for Jury service.
b. Subpoena. A formal, legal notice to appear in a court or a request for specific
information.
POLICY
a. Employees are entitled to leave with pay when called to perform their civic duty,
such as for jury service or when subpoenaed as a witness on behalf of any city,
town, county, the commonwealth, or the federal government. Employees are
not entitled to receive payment from both the Court and the Town unless they
are utilizing their own accumulated leave time.
PROCEDURES
a. The Department Head may require that the employee provide an official notice
of jury duty or witness appearance prior to approving the civic duty leave.
b. An employee who receives fees for jury service, exclusive of reimbursement for
travel, meals and incidentals, may:
i. retain the jury fees, in lieu of regular straight-time pay for the day, if such
fees exceed their regular rate of pay; or

ii. remit the fees to the Town’s Finance Department, if the fees are less than
their regular rate of pay.

iii. An employee on civic duty leave status must remit witness and other fees
(excluding those for reimbursement for travel, meals, and incidentals) to
the Town for service performed during regular working hours. Any fees
for service paid during an employee's vacation, sick, or on a holiday may
be retained by the employee if that day is properly charged to vacation
time or falls on a recognized holiday.
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iv.

Vi.

Vii.

viii.

Civic duty leave will not be paid to an employee who is a defendant, is
called as a witness for the defense, or who is involved in personal
litigation. An employee who is subpoenaed to appear, by a party other
than the government of a city, town, state or federal government, must
use their accumulated leave time or request a leave of absence.
Department Heads should allow the employee to use such time in
compliance with a subpoena unless the result would be extreme hardship
on the Town.

An employee who is required to appear in a court of law for an
employment related matter will be paid for such time at regular straight
time or overtime pay, whichever is appropriate. For example, a Police
Officer who is required to appear in a court of law as a result of their
employment is considered to be working and not performing their civic
duty. Therefore, such time is considered work and not civic duty leave.
An employee who is discharged from jury or other court duty must report
to their work location if, by the time they arrive back at the work
location, more than half of the employee's regularly scheduled workday
remains available for work.

At the discretion of the Department Head, employees who are scheduled
to work the night before or after the period of civic duty service will be
released from work for those shifts.

Part-time employees working fewer than 20 hours per week, and
temporary and seasonal employees will be entitled to paid civic duty
leave for a maximum of three days per event.

Absence due to authorized civic duty leave shall not affect an employee's
eligibility for longevity, satisfactory performance step increases or benefit
eligibility.
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