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Muir of Ord Hall and Facilities Company (MOHFC) recognizes that jury duty is a civic 
responsibility of our employees. You must provide a copy of the jury duty summons 
to your line manager within five days of receiving the summons. 
 
Occasionally, the summons to jury duty will occur at a time of the year when the 
employee or the employer might experience a significant impact on its business from 
the loss of the employee to jury duty. In such instances, the employer may write a 
letter to the court requesting the postponement of the employee's jury duty. 

MOHFC will provide paid leave when an employee must serve on a jury. It will pay 
normal salary or hourly compensation during jury duty for up to 15 days in a calendar 
year. At the end of the 15 days, you may use any accumulated time off in lieu (TOIL) 
if you wish to continue to be paid while on jury duty. You may also take the additional 
jury duty time as an unpaid leave of absence. 

In no case, will your employment be affected if you perform jury duty. You will not be 
harassed, threatened, or cajoled into getting out of jury duty and your same job will 
be available upon your return. 

If you report for jury duty and are dismissed, you will be expected to report for work 
for the remainder of each day on which this occurs. If you are told that you do not 
need to report to the court on any day of your jury duty, you are required to come to 
work. 

Additionally, you will be expected to sign over to your employer any payment you 
receive from the courts for the first 15 days you serve on a jury, to offset the fact that 
your employer is paying you for those days. If you serve on a jury for a longer time, 
you can keep the pay provided by the court after 15 days. 

Employees are expected to work with their manager to ensure that serving jury duty 
does not adversely impact the business of the company. 
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