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Court leave is the authorized absence (without loss of or reduction in pay, leave to which otherwise entitled, credit for time or
service, or performance rating) of an employee from work status for jury duty or for attending judicial proceedings in a
nonofficial capacity as a witness on behalf of a state or local government, or in a nonofficial capacity as a witness.

Inform your immediate supervisor when you receive a jury summons.

Employee Category |Eligible Employees not eligible for court leave must use annual leave or LWOP to cover
the period of absence from duty for such court service.

Full-time yes

Part-time regular yes Other Factors

e . Court leave is granted only to eligible employees who, but for jury duty or service

Part-time flexible no as a witness in a nonofficial capacity on behalf of a state or local government,

Casual no would be in a work status or on annual leave. Eligible employees who are
summoned for such court service while on annual leave are placed in a court leave

Temporary no status for the duration of the court service. Eligible employees on LWOP when

called for such court service are not granted court leave but may retain any fees or
compensation incident to such service.

Rural Carriers

Court leave for rural carriers is discussed in Handbook F-21, Chapter 582.2 Court
Leave,

Forms to Complete The employee and the postmaster or manager must complete:

s PS Form 3971, Request for or Noftification of Absence, and
e PS Form 1224, Court Duty Leave — Statement of Service

Before the initiates PS Form 3971 and submits it to the
jury duty employee manager.
begins
the a. Approves PS Form 3971
# postmaster b. Completes PS Form 1224 in duplicate

or manager ¢. Gives the original copy to the employee
d. Gives the duplicate copy to the timekeeper

During the has an officer of the court complete PS Form 1224
jury duty employee
Afterjury | the a. Obtains the completed PS Form 1224 or a
duty has postmaster properly certified court document from the
ended or manager employee.
b. Makes a copy of the document and gives the
copy to the employee.

¢. Keeps the original document at the PRU.

Reference the Timekeeping Toolkit at https://blue.usps.gov/accounting/Timekeeping/timekeepingtoolkit htm.
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Employees may keep any court Excess amounts over $25 per day are accounted for as follows:
allowance in the amount of $25 or less

per day for authorized court leave. If the a.
employee receives amounts in excess of | b The RA enters the amount in AIC 126 on PS Form 1412.

The postmaster or manager remits the funds to the PRU.

$25 per.day, the employee must remit c. The RA gives a copy of the PS Form 3544 or system-generated receipt to the
amounts received in excess of $25 per employee as support for payment of the amount in excess of $25 per day.
day to.their postmaster or manager. d. The PRU files the duplicate PS Form 3544 or system-generated receipt

locally as supporting documentation for the unit's PS Form 1412.

The amount of leave is entered on the timecard in the PAID LEAVE OL column with the code number 61.

There are no special provisions for timecard handling when an employee is on court leave. However, if the employee is going
to be in a court leave status for an extended period of time, the timekeeper is not required to rack the timecard. If the
timekeeper elects to not rack the card, then the timekeeper must ensure that the timecard is not lost or misplaced. The
timecard should be submitted to the PDC at the end of each week so that the employee continues to receive the pay to which
entitled.

Handbook F-21, Court Leave, 582.2 and Timecard Handling, 310,

ELM, Absences for Court-Related Service, 516

Sunday Premium in ELM, Overtime and Premium Pay 434

Handbook F-101, Field Accounting Procedures, Jury Duty, 6.7.2
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Reference the Timekeeping Toolkit at hitps://blue. usps.gov/accounting/Timekesping/timekeepingtoolkithim.




