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CORPORATE 

Policy: 
 
KRA Corporation (KRA) provides a full-time employee up to (4) four paid days of jury duty leave per 
calendar year.  
 
Procedure: 
 
Although time spent on jury duty beyond 4 days is generally unpaid, in no case will the salary of an 
exempt employee be reduced for any week in which the employee performs work and also misses time 
to serve as a juror.  
 
The employee must inform his or her supervisor, as soon as he or she receives a summons, to appear for 
jury duty.  At the conclusion of jury duty, the employee must submit documentation received from the 
court indicating the days and time for participation in jury duty and a copy of the summons for inclusion 
in his or her personnel file.   
 
Employees will report jury-duty time on his or her time report.  It is the supervisor’s responsibility to 
ensure that the jury duty is recorded accurately on the employee’s timesheet.   
 
An employee must report to work on those days when he or she is not required to report to jury duty, or 
on any day that he or she serves (4) four hours or less.  
 
KRA reserves the right to request that an employee attempt to postpone or re-schedule jury duty to 
accommodate its operational needs.  
 
Jury duty pay will not be considered in overtime calculations for non-exempt employees. 
 
 


