
Section 17.1-618 of the Code of Virginia sets forth allowances for jurors, expenses of keeping jury 
together, and fees of jury commissioners and commissioner in chancery for drawing of juries.  

 
Every person summoned as a juror in a civil or criminal case shall be entitled to thirty dollars for each day 
of attendance upon the court for expenses of travel incident to jury service and other necessary and 
reasonable costs as the court may direct. Jurors summoned from another political subdivision pursuant to 
§ 8.01-363 may be allowed by the court, in addition to the above allowance, their actual expenses. When 
kept together overnight under the supervision of the court, the jurors and the sheriff or his deputies 
keeping the jury shall be furnished suitable board and lodging. Reimbursement for board and lodging shall 
be set by the judge in an amount not to exceed the amount authorized by travel regulations promulgated 
pursuant to § 2.2-2823. Allowances and other costs will be allowed a juror in only one case the same day.  
 
Every person serving as a jury commissioner and every person serving as a commissioner in chancery for 
the drawing of juries for a circuit court of this Commonwealth may be allowed, by the court appointing him, 
a fee not exceeding thirty dollars per day for the time actually engaged in such work and such other 
necessary and reasonable costs as the court may direct.  

 
Under DHRM Policy 4.05, Civil and Work Related Leave, state employees serving as jurors may 
both keep any payments for expenses received for their jury service, and receive paid Civil 
Leave.  Recently, DHRM has received several questions when employees received payments which 
were noted as being “payment for service as a juror.”  In these cases, agencies were interpreting 
this statement to mean that the payment was for services rendered and advising employees that 
they could either keep the payment and use personal leave or submit the payment back to the 
Treasury and receive paid Civil Leave.   
 
The Office of the Attorney General has advised DHRM that the court’s describing the remuneration 
as “payment for service as a juror” is largely a matter of semantics.  The $30 payment is for 
“services” only in the sense that the juror does not have to establish this amount as an actual 
expense; s/he only needs to show up to receive the payment.  It would be awkward to suggest that 
jurors are actually being paid the equivalent of wages for their services since service as a juror is a 
civic obligation, not a job.  However, as the statute states, the $30 is “for expenses incident to 
travel.”  It is a legislative allowance designed to defray expenses, and the court is authorized to 
award “other necessary and reasonable costs” as appropriate.  An example might include 
overnight expenses or justified extraordinary travel costs in excess of the statutory allowance, 
though the OAG has advised DHRM that such payment of these costs is not usually done.   
 
Provisions are different for witness fees paid under federal rules for depositions or trial in that 
these fees are not tied in any way to expenses.  The witness receives the witness fee plus 
expenses as a matter of right.  For the witness fees (not the proven expenses), state employees 
must choose one of two options:  (1) turn the witness fee over to  the agency and take instead the 
state salary for that day; or (2) accept the witness fee in lieu of their salary for the day.   Most 
employees choose the pay over the witness fee.  Policy 4.05 is appropriately applicable for this 
situation, but not for the state jury allowance.   
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For the fourth quarter, 
there were 1,201 base 

salary increases 
averaging 9.52%; 164 
base salary decreases 
averaging -8.60%; and 
1,104 bonus actions, 

averaging 1.46%.   
 
 

Workforce Planning and 
the Periodical's Pay 

Action Summary data 
may vary within the 

same reporting period 
based on the timing of 

data runs, agency 
retraction requests, and 
the manual review and 
extraction of erroneous 

PMIS entries. 
  

Reason # Actions 
# Pay        

Adjustments 
Average % 
Adjustment 

    
Agency Special Rate 42 42 8.42 
Change of Duties Decrease 1 1 -11.43 
Change of Duties Salary 150 149 7.05 
Competitive Salary Offer 13 13 15.88 
Competitive Voluntary Transfer 261 190 6.56 
Disciplinary Demotion 7 7 -8.44 
Disciplinary Pay Action 1 1 -15.00 
Downward Role Change 13 1 -0.54 
End Temp Pay: Acting Status 52 52 -8.83 
End Temp Pay: Addtional Duties 47 47 -7.24 
End Temp Pay: Special Assgnmnt 4 4 -5.76 
Exceptional Promotion 7 7 17.11 
Internal Alignment Salary 162 162 8.33 
Lateral Role Change 35 7 1.51 
New Knowledge/Skills/Abilities 128 128 7.09 
Non-Competitive Voluntry Trans 134 26 -0.40 
Non-Routine 91 91 2.56 
Promotion 164 162 17.28 
Reassignment 300 5 0.45 
Retention Salary Increase 52 52 6.94 
Temp Pay: Additional Duties 37 37 7.84 
Temp Pay: Special Assignment 18 18 8.61 
Temporary Pay: Acting Status 59 58 9.76 
Transfer In Lieu of Layoff 2 2 3.20 
Upward Role Change 114 87 7.15 
Voluntary Demotion 28 16 -5.78 
Change of Duties Bonus 6 6 3.72 
Internal Alignment Bonus 23 23 4.34 
New Knowledge/Skills/Abilities 154 154 2.99 
Project Bonus Pay Out 13 13 3.10 
Recognition Award Leave Hours 1076   
Recognition Award Monetary 738 738 1.06 
Recognition Award Non-Monetary 96 96 0.14 
Referral Bonus Pay Out 17 17 0.70 
Retention Additional Leave 2   
Retention Bonus 10 10 3.36 
Retention Bonus Pay Out 2 2 6.54 
Sign-On Bonus Pay-Out 45 45 3.02 
    
Overall Approximate Totals 4104 2469 4.41 
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Shift Differentials and Creditable Compensation 
Shift differentials may or may not be included in creditable compensation 
depending upon how they are structured.   
 
Permanent shift differentials are entered into the “Special Rate” field in PMIS and 
are not noted separately in CIPPS.  Through the automated interface with CIPPS, 
Special Rate is one of the three fields that are added together to determine annual 
salary.  Annual salary is then divided by the number of pay periods to get the 
“Regular Pay Period Salary” that appears in CIPPS.  “Regular Pay Period Salary" is 
the salary passed to VRS as creditable.   
 
Shift pay that is paid as a supplement (i.e., paid only when earned) is noted 
separately in CIPPS.  It is not entered into PMIS and is not creditable.   
 
Please contact your AHRS consultant if you have questions about the correct 
management of shift differentials.   

Ending Temporary Pay 

A review of PMIS transactions revealed some inconsistencies in how agencies key 
effective dates for employees whose temporary pay is ending.  When temporary pay 
ends, the effective date should be the first day that the employee does not earn 
temporary pay, not the last day that the employee is paid the temporary rate.   
 
Consider the following example:  An employee is receiving temporary pay for a 
special assignment.  The last day of this assignment is February 9, 2010, and the 
employee will receive temporary through this day.  Therefore, the effective date for 
ending temporary pay is February 10, 2010.  For convenience, DHRM has added a 
reminder note to this effect to the transaction screen.   
 
The temporary pay transaction (PSE216) allows temporary pay to be extended, so it 
is not necessary to end an existing temporary pay and establish a new one when 
the appointment expiration date is reached.  When the transaction is accessed for 
an employee who is currently receiving temporary pay and the agency wants to 
extend the temporary pay, the user should enter the transaction effective date, the 
relevant 500-series reason code, the new appointment expire date, and any 
necessary changes to the temporary pay amount.  The same transaction is used to 
end temporary pay by entering the transaction effective date and the relevant 600-
series reason code and zeroing out the temporary pay amount and the 
appointment expire date.     



Department of Human Resource Management 
Office of Agency Human Resource Services 
101 N 14th Street 
Richmond, VA 23219 

Phone: 804-225-2131 
Fax: 804-371-7401 
E-mail: compensation@dhrm.virginia.gov or 
policy@dhrm.virginia.gov 

Our goal is to provide practical information that supports human 
resource objectives across the Commonwealth and to encourage 
innovative strategies in the management and delivery of agency 
services. 
 
To tell us what you would like to see featured in upcoming issues, 
contact us using the information on the left-hand side of this page.   
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