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Special Notes:  This policy/procedure manual does not in any way constitute an 
employment contract and the City of Marshfield reserves the right to amend this 
manual at any time subject only to approval by the Common Council. 
 

POLICY: 
 
When an employee shall be absent for the purpose of performing jury duty or acting as 
a City of Marshfield work related witness, he/she shall be entitled to his/her regular 
compensation net of the amount received as compensation for jury duty or witness fees 
up to a maximum of three (3) calendar months. The employee will retain all 
compensation from jury duty and witness fees. 
 
PROCEDURE: 
 
1. When an employee is absent for Jury Duty or as a witness, he/she should report it 

on the "Absentee Report" and/or time cards. 
 
2. When an employee is reimbursed for his/her jury duty or witness fees and mileage, 

that employee must inform the Finance Department of the amount paid. 
 
3. The amount compensated for jury duty or witness fees, exclusive of mileage, will be 

deducted from his/her next payroll check. 
 
 

 


