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UNITED STATES DISTRICT COURT

WESTERN DISTRICT OF WISCONSIN

PETIT JURY SERVICE
AT MADISON, WISCONSIN

FROM THE CLERK OF COURT
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Welcome to jury service in the United States District Court for the Western District of
Wisconsin.  We hope you'll find your term of jury service an interesting and satisfying
experience.

When you report to the Courthouse, you’ll receive a brief orientation and see a film
explaining your duties and responsibilities as a juror.  This pamphlet will answer ques-
tions of a more immediate nature.

LOCATION

The Courthouse is located at 120 North Henry Street, at the corner of North Henry
Street and West Dayton Street.  This is approximately two blocks west of the Capitol
Square.  Please see the attached maps.

FACILITIES

Report to Room 220, the Jury Assembly Room.  Room 220 is located on the second
floor of the Courthouse, immediately to the right of the staircase, or straight ahead from
the elevators.

Restrooms and a phone are available in the Jury Assembly Room.

Vending machines are located on the first floor directly across from the security guard
station.  Food and drink are permitted in the Jury Assembly Room.

PARKING

We don't have any parking available for jurors at the Courthouse.  The closest ramp is
the Civic Center Parking Ramp located southwest of the Courthouse between Mifflin
and Dayton Streets (other ramps are noted on the map).  It's best not to park in a
metered space because it's not always possible for you to leave the building before
your meter expires.  Any parking tickets you receive are your own responsibility.

PAYMENT

As a juror, you are entitled to:

• $40.00 for each day that you report, whether or not you are selected as a
juror.

• 36.5 cents per mile for your travel to and from the Courthouse. The
mileage rate changes periodically; the jury clerk will inform you of the
current rate when you report.  Please have your mileage information
available when you check in with the jury clerk.

• reimbursement of your parking expenses.  Simply complete a Parking
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Expense Sheet and return it promptly to the jury clerk and you will be
reimbursed for your parking expenses.  

• If you need to leave home the day before you are scheduled to report in
order to report by the time court begins, you'll  be paid an additional
amount each night for your subsistence.

Federal employees, except Postal Service employees, are not entitled to attendance
fees.

Your pay will be processed within three weeks.

The $40.00 attendance fee must be reported as income for tax purposes.  You should
keep a record of the amounts you receive since no tax is withheld and no W-2 forms
are furnished.  You are not required to report the travel allowance as income.

JURY SELECTION

Names of prospective jurors are randomly selected from the official lists of actual voters
in the most recent presidential election.  The names of prospective jurors for trials held
in Madison are selected from Columbia, Dane, Green, Iowa, Jefferson, Lafayette, Rock
and Sauk Counties.

Prospective jurors are mailed a questionnaire to be completed and returned to this
office.  We determine those who are qualified or not qualified, depending on such
things as the ability to speak the English language and being in good health.  In the
public interest, some occupational classes are exempt from jury service, such as
members of fire and police departments and elected public officials.

The names of the qualified persons are then placed in a wheel, from which we
randomly select the jury  panel.  You are a survivor of this process.

REPORTING FOR SERVICE

It is important that you report on time for jury service as the orientation session will start
promptly at 8:15 a.m.  Please do not keep the court or your fellow jurors waiting.

Since the judges usually select all of the juries they will need for a one or two week
period on a given selection day, several juries may be selected on the day you've been
directed to report.  Listen closely to instructions you receive from the judge or the clerk. 
After one jury has been selected, you may be directed to report to another courtroom
for another jury selection.  An excuse from serving on one jury may not disqualify you
from serving on the next jury.  Do not leave the building until you are excused.

Delays sometimes occur during trials.  The court will do what it can to keep these



5Last Revised: April 15, 2004

delays to a minimum as we know your time is valuable.  However, it's a good idea to
bring reading or writing materials, needlework or something to do during unavoidable
delays.

Most of our trials last three to four days.  Usually the trials begin at 9:00 a.m. and last
until 5:00 or 6:00 p.m.  There will be a break around noon for about an hour.  You'll be
on your own for lunch.  There are many restaurants of all types within easy walking
distance of the Courthouse.  At the end of the trial day, you can return home, reporting
again the next day as directed by the judge.  At the end of the trial, the jury may be kept
together while deliberating until a verdict is reached.

It is very rare for a jury to be sequestered (kept together for security purposes for the
length of a trial).  If this should happen, the government will pay all expenses for food
and lodging.

COURTROOM DECORUM

This court does not have a formal dress code for jurors; we trust in your good judgment. 
Trials are open to the public and are of great significance to the parties involved.  You
may wish to bring a sweater or jacket with you since the courtroom may be cool.

Food and drink should not be taken into any courtroom.

Books, magazines and newspapers should never be read while court is in session.  You
will need to give your full attention to court proceedings.

Smoking is not permitted in the Courthouse.  Breaks are generally of sufficient length to
permit jurors to go outside where smoking is permitted.

Please be prepared to follow court proceedings alertly for the full day.  If you are unable
to do so for a medical reason, contact the Clerk's Office before reporting to seek an
excuse.  Make sure you've had enough sleep the night before reporting.  Sleeping in
court can result in discipline from the judge.

JUROR AVAILABILITY

If you report for jury service and are not selected, you don't need to return until you
receive another notice to report.  The interval between reporting notices is usually four
weeks.

Petit jurors for the Western District of Wisconsin are required to either:

• Serve on two trials; or
• Serve on a single trial of ten days or longer; or
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• Report on five jury selection days (a cancellation notice that is sent within
five days of your scheduled reporting date counts as one time in even
though you did not report).

CURRENT ADDRESS, PHONE NUMBER AND EMPLOYMENT

You will be receiving phone messages from our automated calling system regarding
jury service.  Please make sure that we have a current home telephone number where
messages regarding jury service can be left.  It’s also important that we have your
correct address so you receive all written notices and your payment for jury service.  If
you have Caller ID, please be aware that it will read “US GOV 264-5178".

If you report unnecessarily because we were unable to reach you, we may not be able
to pay you for reporting.  If normal mail and phone messages aren't likely to reach you,
please contact the Clerk's Office in advance to make other arrangements to receive last
minute changes.

Enclosed is a Juror Information Form.  Please complete this form and return it to our
office as soon as possible.

REQUESTS FOR EXCUSES

You have been directed to report on a particular date.  On that day, you may be
selected for a trial which will start either that day, later in that week, or during the next
week.  We realize that sometimes there may be a legitimate conflict during the time you
are being asked to report. If that is the case, you may request to be excused.  Your
request must be in writing, state the reasons why it would be difficult to serve and state
the next date you would be available to serve.  Please send your request to us as soon
as possible.  Last minute requests, except for illnesses or emergencies, are difficult to
accommodate.  We will respond to all excuse requests promptly.

During jury selection in the courtroom, the judge will inform you of the days the trial will
be held.  The judge will ask whether it would be a hardship for you to serve on those
days.  This will be your last opportunity to request to be excused.

ATTENDANCE CERTIFICATES

If you wish, the jury clerk will give you an attendance certificate listing the dates you
served.  Some persons need this certificate for their employers.

FAILURE TO REPORT

Jurors who fail to report for jury service who are not excused by the court may be
served with an order to show cause by a Deputy U.S. Marshal.  The juror will be
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ordered to appear before a federal judge to show cause why he or she should not be
held in contempt.  Contempt penalties range from a $100 fine to three days
imprisonment or both.

CONTACTING THE COURT

If you have any questions concerning your service in this court, please call the jury clerk
between 8:00 and 4:30 at (608) 261-5711 or write us at:

Clerk's Office
P.O. Box 432
Madison, Wisconsin 53701

EMERGENCY NUMBERS

If you need to contact the court in the case of an emergency AFTER normal working
hours, please contact either Teresa Perales, the jury clerk, at (608) 240-4438 or
Theresa M. Owens, the clerk, at (608) 274-1322.  DURING working hours, call (608)
261-5711.

Theresa M. Owens, Clerk


