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Certificate of Loss of Earnings
Only use this form if you’re an employee and your employer is not paying you during jury service. 

Notes for the employer

Jury service is unlikely to last for more than a week, but the exact length of any trial is hard to estimate. It depends on several factors, many of them out with the court’s control. For example, a trial involving a large number of witnesses will generally take longer than a trial with only a few. Cases which do take longer than a week are more likely to occur in the High Court but can also on occasion happen in the Sheriff Court.

During the citation period your employee may be on “standby”. This means they are not immediately required at court but must be available to take a phone call, and to potentially attend court the next working day. Potential jurors should continue working during the standby period until it is confirmed that they are required to attend court. If your employee cannot attend work during the standby period, please tick the relevant box in section 2. “No” should also be selected if the employee loses shifts that they cannot recover if they are released from jury service. 

Many employers continue paying their employee’s wages whilst they are undertaking their public duty. If you do not pay your employee whilst they attend jury service, your employee can claim for loss of earnings. Scottish ministers have defined maximum amounts that can be claimed for loss of earnings while serving as a juror. Further detail of these amounts can be found at our website: https://www.scotcourts.gov.uk/coming-to-court/jurors/expenses-for-jury-service. You may opt to top up your employee’s lost earnings payment if their salary is greater than the maximum amount payable under the legislation. 

It is important that jurors are sufficiently fit and alert to carry out their important public duty. We would recommend that they should not be made to work night shifts before they are due in court or work weekends if this means they do not have a break from either jury service or their job in a seven-day period.

· Section 1 of this form should be completed by the individual who has been cited to attend for jury duty. Section 2 and Section 3 should be completed by their employer. 
· The completed form should be attached to the juror’s expense claim. If you have filled out a paper copy, take pictures of the completed form and attach these to your claim (up to 5 files can be attached as evidence). 
· You can submit your claim for expenses at: https://deps.scotcourts.gov.uk/

Section 1: Personal Details – To be completed by Juror

	Claimant’s Full Name: 
	Personal ID Number (found on citation): 

	Home Address as shown on Citation: 

	Mobile number: 

	Court Location cited to (e.g. Aberdeen): 

	Date Cited to Attend: 
	High Court or Sheriff Court: 



Your employer must complete both sections on this page

Section 2: Enter your staff member’s net daily earnings 
Enter their net earnings and hours worked for each day over a typical 2-week period. Net daily earnings mean the amount taken home after income tax, National Insurance and all other deductions. This figure can include overtime if this is regularly undertaken. Additional Notes/Standby Dates:


	
	
Week 1
	
Week 2

	
	Net Earnings
	Hours Worked
	Net Earnings
	Hours Worked

	Monday
	
	
	
	

	Tuesday
	
	
	
	

	Wednesday
	
	
	
	

	Thursday
	
	
	
	

	Friday
	
	
	
	

	Saturday
	
	
	
	

	Sunday
	
	
	
	



Can your employee return to work at short notice (the same day) if they are not required for Jury service 
on a given day?     								Yes ☐     No ☐     
Can your employee work while on ‘standby’ for jury service (See Page 1)? If not, please enter the dates the employee was unable to work over this period in the box above.		Yes ☐     No ☐     

Section 3: Employer Details and Declaration
By completing the below, I confirm that the information presented on this form is correct.

	Signature (or Print Name)
	
	

	Date
	
	

	Full Name
	
	

	Job Title
	
	

	Phone Number
	
	Please provide a company stamp in the box above.
Alternatively, please attach a document on company letterhead or invoice in addition to this form.

	Email Address
	
	

	Company Name
	
	



Please ensure contact details are included above as we may contact you to confirm details of your employee’s earnings.

This form should be returned to the employee who must attach this to their expense claim. Their expense claim should be submitted online at https://deps.scotcourts.gov.uk/. If you wish to discuss anything on this form, please contact us on expenses@scotcourts.gov.uk or 0808 196 9138.
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