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Policy No: A-08 

Jury Duty and Witness 
Appearance 

Effective Date: 06/02/2026 
 

PURPOSE: 
To establish procedures and compensation for employees summoned 
for jury duty or subpoenaed as witnesses, ensuring service continuity 
and legal compliance. 

 

SCOPE: 
All City employees, including sworn personnel, and former employees 
appearing on behalf of the City. 

1. General Provisions 

A. Jury duty and court appearances are civic responsibilities. 
Employees must notify their supervisor and HR upon receipt of 
a summons or subpoena. 

B. The City Manager may seek excusal if service causes 
departmental hardship. 

2. Jury Duty Procedures 

A. Employees must submit summons to supervisor and HR 
promptly. 

B. After jury service each day, employees should report for 
remaining work hours unless excused. 

C. Employees receive full pay and benefits during jury service and 
may keep juror fees (excluding mileage/parking). 

3. Witness Appearance 

A. Subpoenaed for official City business: paid leave and may 
retain witness fees. 

B. Subpoenaed for personal matters: use accrued leave or unpaid 
leave; no paid leave under this policy. 
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C. Subpoenas must be forwarded to supervisor and HR 
immediately. 

4. Compensation & Overtime 

A. Employees earn regular pay/benefits for court service time. 
B. Non-exempt employees working over 40 hours due to court 

service receive overtime at 1.5× the regular rate. 
C. Union members follow applicable Memoranda of 

Understanding. 

5. Sworn Personnel 
Sworn employees may claim jury exemption under state law; if 
exempt, they continue regular duties. 

6. Former Employees 

Former employees subpoenaed by the City will not be 
compensated by the City of Indio for their appearance. Former 
employees who are requested to testify at a deposition or 
hearing on behalf of the City of Indio may be compensated at 
their last City salary, at Department Director's discretion. 

7. Recordkeeping 

HR maintains records of summons, leave, and compensation for 
compliance and audits. 

8. Adoption 

 

Bryan H. Montgomery, City Manager 

Date: 06/02/2026 

 


