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	Jury Service/Witness Leave Process 
No: PMDP 11.13

	

	Approved by: Manager, Employment Services
Date Approved:  May 2007
	Next Review:  May 2008

	
	Administered by: 
People Management and Development
	Version:   1.0    


	Purpose
	To provide staff with details on their entitlement to leave under the Charles Darwin University Union Collective Agreement 2006-2007.  

	Attributes
	Attending court or industrial tribunal as a witness or jury member.
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Key processes and responsibilities
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	General Information

	Entitlement 
	A staff member called for jury service or to attend an industrial tribunal shall be given paid leave for periods that they would otherwise have been performing your normal duties.

Proof of attendance from the Sheriff’s office or the Deputy Industrial Registrar must be provided.  Such proof must be submitted to People Management and Development (PMD) through the relevant supervisor.

Staff not required to attend for a whole day must return to work.  
Jury and witness leave counts as continuous service for all purposes.

	Payment
	A staff member who attends as a juror must pay to the University the wages component of the jury service fee.  Such repayments can be made to the University cashier in either Alice Springs or Casuarina Campus.  Staff who do not have direct access to these campuses will be required to make alternative arrangements for payment to the University.
An amount payable to the University may be sued for and recovered in a court of competent jurisdiction as a debt due and payable to the University.

	Unable to be released
	Staff who are unable to be released from duty should obtain a written request for exemption by the relevant Dean / Executive Director / Director / DVC / PVC.


	Process

	Step
	Action
	Responsibility 

	Application 
	Obtain statement from Court Sheriff/Deputy Industrial Registrar regarding attendance and forward to People Management and Development through cost centre manager.
	Staff member

	Statement
	Forwarded to PMD within 4 working days
	Cost Centre Manager

	Payment 
	Repay wages component 
	Staff member 


	Version
	Date 
	Officer
	Amendments 

	1.0
	Aug 2006
	Manager Employment Services
	In accordance with the CDU Union Collective Agreement 2006. 
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Provide Exemption request to staff member


Dean/Executive Director/DVC/PVC


Staff Member


Cost Centre Manager


People Management and Development


If unable to be released, forward documentation to Dean/Exec Director/ DVC/PVC


Approves leave and forwards immediately to PMD
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Process application
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