
 FREQUENTLY ASKED QUESTIONS 

 

Q. WHAT DATES AM I REQUIRED TO SERVE AS A JUROR? 

 

A. Included with the Juror Handbook is a Summons that lists the name of the panel you have 

been assigned to and the dates and times you are scheduled to serve as a juror.  

 

Q. WHERE DO I CALL TO FIND OUT IF I NEED TO APPEAR ON THE 

 DATES I WAS SUMMONED? 

 

A. Call the jury message phone at 448-4174 after 4:30 p.m. the day prior to the trial.  The 

recording will inform you if you if your panel needs to appear the following day.  Cases are 

frequently settled prior to the trial date; therefore, it is important that you always call the 

jury message phone prior to appearing. 

 

Q. WHAT HAPPENS IF I HAVE A PLANNED VACATION AND I AM CHOSEN 

FOR JURY DUTY ON THOSE DATES? 

 

A. Submit a letter stating the dates you cannot appear due to your vacation plans and mail to: 

    ATTN:  Jury Coordinator 

    Brown County Clerk of Courts 

    PO Box 23600 

    Green Bay, WI  54305-3600 

 

 If your request is approved, you may be placed back into the pool to be chosen at a later 

date.   It is important to submit your request in a timely manner.  

 

Q. WHAT DO I NEED TO DO TO BE EXCUSED FOR MEDICAL REASONS? 

 

A. A medical excuse from your doctor is required.  The doctor must indicate whether this is a 

temporary or permanent excusal.  It is important to submit your request in a timely 

manner. 

 

Q. WHAT HAPPENS IF I FAIL TO APPEAR FOR MY COURT DATE? 

 

A. Call us immediately at 448-4172.  The court may also contact you informing you that you 

failed to appear and demand your immediate appearance.  If the court is unable to contact 

you, a letter will be sent requesting a written letter from you on why you failed to appear.  If 

no response is received the matter may be referred to the District Attorneys' office, which 

may result in a fine pursuant to WI Stat., Sec. 756.30, or the Court may issue an Order to 

Show Cause requiring you to appear in front of the Court to explain your absence. 

 

Q. WHAT DO I NEED TO DO IF I HAVE A CHANGE OF ADDRESS? 

 

A. Send a letter notifying us of your new address and telephone number.  If you no longer 

reside in Brown County you are no longer obligated to serve as a juror in Brown County; 

however, you are required to provide proof that you are not a resident of Brown County 

(e.g. copy of drivers license, telephone bill, etc. that states your new address). 

 

 

  



 

 INTRODUCTION 

 

 

 

You will be performing one of the highest duties in our democratic system of government.  You 

may experience problems and have questions, but we have people available to assist you.  Your 

service will be an education and should bring you a sense of great satisfaction and contribution to 

our society. 

 

Unless you have a very serious conflict, you will be expected to serve as a juror.  Each citizen has a 

stake in the court system.  Someday you may be involved in a court case, and you will want people 

like yourself to act as jurors in your case. 

 

Please address all inquires regarding your service as a juror to our Jury Clerk at (920) 448-4172.  

She will assist you with any of your questions. 

 

UPON OCCASION IT WILL BE NECESSARY TO CONTACT YOU FOR JURY SERVICE ON 

VERY SHORT NOTICE.  WE WANT YOU TO KNOW THAT WE APPRECIATE YOUR 

COOPERATION.  We realize that jury service most often is an imposition, but we firmly believe 

that your service provides a vital link in the chain of our American justice system.  Thank you for 

your contribution. 

 

 

 

 

 John Vander Leest 

 Brown County Clerk of Courts 
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A. GENERAL INFORMATION ABOUT JURY SERVICE 

 

 1. Call-In-Service – Jury Message Phone (448-4174) 

 

      Call the jury message phone at 448-4174 after 4:30 p.m. the day prior to the trial.  The 

recording will inform you if your panel needs to appear the following day. 

 

      IMPORTANT:  Always call the answering service prior to appearing. 

 

 

 2. Where to Report 

 

      The jury message will advise you where to report for jury service.  You will be instructed 

to report either to the jury assembly room, located on the first floor of the courthouse, or 

directly to the court you will be serving.  A bailiff will check you in and if necessary, escort 

you to the court in which you will serve.  Please report 15 minutes early so you do not miss 

roll call. 

 

 

 3. Length of Service 

 

      Under Wisconsin law, jurors are eligible for up to five days of service over a period of 31 

consecutive days, or until the case they are serving on is over.  Brown County requires only 

four days of service over a one-week period, or until the case you are serving on is over.  

Once the four days have been served or the one-week has passed, you will have fulfilled 

your civic obligation for four years.  A "day of service" means a day of attendance, not 

necessarily of actual service on a jury panel.  If you are selected for a jury panel you will 

serve until that case is complete.  If you are not selected you will usually be excused within 

the first one to two hours.   

   Most trials last only one day, if a trial does last more than one day the judge will usually 

adjourn at a time that will allow you to return home each day at a reasonable hour.   

 

 

 4. Vacation/Medical Excusal/Deferments 

 

   a) Vacations - You may be excused temporarily for vacations.  As soon as possible, 

notify the clerk of court in writing of your planned vacation schedule. 

 

   b) Medical Conditions - A letter from your medical doctor is REQUIRED if you are 

seeking a permanent or temporary excuse for medical reasons.  Please, make sure 

your physician indicates on his/her letter if your condition is permanent or 

temporary.   

 

c) Occupation - The Legislature has made the determination that occupation of any kind 

is not an excuse.  With this understanding, the courts recognize that there are 

employment commitments that if not met may cause an undue hardship for a juror.  
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The clerk of courts office may grant a temporary deferral of service based on this 

hardship.  To request a temporary deferral you must submit, in writing, the specific 

reason(s) for your request. If your request is approved you will be assigned to a 

different week of service.  Employment, including occupations where travel is 

required to perform your job, is not a reason for permanent excusal from jury duty. 

    

   d) Illness or Emergency - If you suffer an illness or emergency the day you are to 

report contact the jury clerk at 448-4172 shortly after 8:00 a.m..  If you are unable to 

attend because of an illness or emergency you may be assigned another day to report 

for jury duty, or you may be required to provide documentation of the illness or 

emergency. 

 

 

 5. Penalty for Non-Attendance 

 

   Failure to report when summoned may result in a fine pursuant to Wisconsin Statutes, 

Section 756.30 and/or may result in the Court issuing you an Order to Appear to explain 

your absence. 

 

 

 6. Juror Reimbursement 

 

   You will be paid for each appearance you make in court and reimbursed for your round-

trip mileage from your home to the courthouse.  Jurors will be paid $32 per day and 

reimbursed for mileage at a rate equal to I.R.S. regulations if they are selected to be a juror 

on the case, unless you are released by noon. If this occurs you will be paid $16.00 plus 

mileage.  Jurors will be paid $16 per day and reimbursed for mileage at a rate equal to I.R.S 

regulations if they are required to report for jury duty and are not selected to be a juror on 

the case.  Vouchers are generated monthly for payment of jury service.   

 

 

 7. Parking 

 

      Arrangements have been made for jurors to park at the city parking ramps, either at the 

Cherry Street or Pine Street parking ramps.  When you arrive at the Courthouse the bailiff 

will provide you with a parking voucher.  This voucher, along with your entry ticket need to 

be scanned at the ramp exit gate.  Scan entry ticket on glass, scan voucher on glass.  

Failure to follow these steps will result in error.  Brown County will not refund any parking 

fees due to juror error or for any parking tickets you may incur if you choose to park on the 

street or elsewhere..  

             

            Handicapped parking is available in the courthouse parking lot located off of Doty Street,  

             and at any meter around the Courthouse.   Make sure your handicapped parking permit 

is clearly visible. 
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 8. Bus Service 

 

   Bus service is available to the courthouse via the Green Bay Transit System.  The bus 

stop for the courthouse is at the corner of Adams and Walnut Streets.  Call the Green Bay 

Transit Office, 448-3450, for the schedule in your area. 

 

 9. Trial Duration 

 

   As mentioned before, most trials last only one day.  Evening work is avoided whenever 

possible, but if a jury is deliberating it may be necessary to work after hours. 

 

 

   10. Overnight Stay 

 

   You are not required to stay overnight except in the rare event of a sequestered trial, in 

which case the county will provide lodging, meals, and arrange for your personal needs.  

 

 

   11. Children and Childcare 

 

   Childcare services are not available.  You must arrange for such care and the county 

cannot reimburse you for this expense. 

 

 

   12. Qualifying Jurors 

 

   The questionnaire is used to determine eligibility for jury service as set forth by statute.  

Qualifications include U.S. citizenship, Brown County residency, ability to understand the 

English language, and possession of one's natural faculties (Note: persons on probation or 

parole for conviction of a felony are not eligible).   

 

 

   13. Summoning Jurors 

 

   People who are eligible after the qualification process are randomly selected by the 

computer to serve on a panel. 

 

 

   14. Verification of Attendance for Employer 

 

   A statement of attendance for your employer can be obtained from the deputy clerk in 

court. 
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   15. Appropriate Attire 

 

 You should dress comfortably, but appropriately.  Avoid extremes. Inappropriate attire 

would include ripped, torn, or very worn jeans, cutoff jeans, tank tops, halter-tops, or 

clothing that contains inappropriate or offensive writing or pictures. 

 

B. DELAYS 

 

 1. Delays Can Save Time and Money 

 

   Resolving legal disputes is complex and can be unpredictable.   When the jury is actually 

ready to hear the case, the parties may work out a last-minute compromise “on the 

courthouse steps.”   Usually you will not be told what the settlement is; you may have to 

hear a similar case later and should not be influenced by the settlement on a different case.  

These settlements may seem very inconvenient to you, but such settlements usually save 

your time and the taxpayers' money. 

   There may also be other delays during the trial:  Witnesses may not have arrived; the 

judge may have to answer a legal question; or there may just be a need to break from the 

intense concentration required during a trial.  The judge understands the inconvenience 

caused by delays and will try to keep these to a minimum. 

 

C. TYPES OF CASES 

 

 1. Criminal Cases 

 

   In a criminal case the State of Wisconsin, as plaintiff, is seeking the conviction of a party 

accused of committing a crime.  The State is represented by the district attorney.  The jury in 

a criminal case decides if the defendant is guilty or not guilty as to each charge or count 

against him/her.  The penalty, if any, is the sole responsibility of the judge and should not 

concern you as a juror. 

 

 2. Traffic and Ordinance Offenses 

 

   Traffic offenses and ordinance violations may also be presented to a jury.  The defendant 

may be accused of violating a state statute or a county, city or village ordinance.  In all of 

these trials, the jury also decides whether the defendant is guilty or not guilty of each charge. 

 

 3. Civil Cases 

 

   Civil cases result from disagreements between two or more parties and include actions 

relating to marriage, real estate, contracts, injuries, and money.  The plaintiff is the party 

who starts the lawsuit by filing a complaint; the defendant is the party being sued by the 

plaintiff.  The defendant files an answer if he/she denies plaintiff's claim. 

 

   In all types of cases it is your responsibility to decide the facts that occurred and the 

judge's responsibility to tell you the law involved in the case. 
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D. PROCEDURE OF A JURY TRIAL 

 

 1. The Jury is Selected 

 

   The rules for jury trials come from the law, tradition, and experience.  In summary, the 

steps are as follows:   

 

   a. Jurors are sworn to answer truthfully all questions about their qualifications for the 

case. 

   b. The judge and attorneys ask questions of the prospective jurors (voir dire). 

   c. The judge may excuse jurors who may not be impartial in the case (challenges for 

cause).  Each lawyer also has a right to excuse a limited number of jurors without 

giving a reason (peremptory challenges). 

   d. The final panel is then selected and sworn to fairly and impartially decide the case. 

 

 2. The Trial - Both Sides Present Their Case 

 

   a. The attorneys say what they think they will prove (opening statements). 

   b. Evidence is presented. 

   c. The judge instructs the jury on the law that applies to the case. 

   d. The attorneys summarize what they think the evidence has shown and try to persuade 

the jury (closing statements or arguments). 

 

 3. Jury Deliberation - The Jury Makes A Decision 

 

   a. The jury selects a foreperson. 

   b. The evidence and instructions are discussed and the jurors try to reach agreement. 

   c. The verdict is agreed upon. 

   d. The verdict is presented to the judge in the courtroom. 

   e. The jury is excused. 

 

E. JURY DELIBERATION 

 

 1. Speak Freely But Listen to Others 

 

   You should fully and frankly give your views and listen carefully to the comments of 

your fellow jurors.  The deliberations should consider all evidence received in court and the 

instructions given to you by the judge.  You are not to rely upon any private sources of 

information, although it is assumed that you will use your own experience, knowledge, and 

common sense in reaching your conclusions.  Jury deliberation is not the place for emotions, 

prejudice, or sympathy, but rather for the calm review of the facts and the applicable law. 

 

   If you need further clarification about the instructions, the foreperson should ask the 

judge in a written note to provide further assistance.  The judge will evaluate the question 

and determine if there is a need for the clarification.  Occasionally, the jury will be brought 
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back to the courtroom to receive the explanation or to hear the re-reading of testimony or 

instructions. 

 

   You should not hesitate to change your opinion, if your reasoning and judgment have 

changed, but no juror is required to vote against personal conscience.  The jury should work 

together to reach a verdict. 

 

   Each question on the verdict must be answered separately and independently.  You 

should not speculate on the legal results of any item.  The verdict is your final decision. 

 

 2. The Jury is Discharged 

 

   Now that you have completed your responsibilities, the judge will discharge you.  Then 

and only then may you discuss the case with other people.  However, unless there was a 

polling of the jury, you have no obligation to reveal your vote or your justification for that 

decision to anyone. 

 

      After you have completely finished jury duty, you may be asked to fill out an exit 

questionnaire.  This is an opportunity for you to express your opinions about your jury 

experience and how the system might be improved.  Your cooperation and input are 

invaluable to the judicial system, and your honest evaluation is appreciated. 

 

F. YOUR DUTY AS A JUROR 

 

  Nine Rules For a Juror 

 

   As a juror you are in a position of responsibility and expected to conduct yourself in such 

a way that no one may question your impartiality and integrity.  Some simple rules to follow 

are: 

 

  1. BE PROMPT:  Tardiness causes delay and wastes the time of all involved. 

 

2. LISTEN CAREFULLY:  You will base your decision on the evidence presented to 

you. 

 

  3. KEEP AN OPEN MIND:  Do not form hasty conclusions or opinions.  Each party has 

spent considerable time and money in preparing the case presented to you.  You would 

want others to allow you to fully explain your arguments on a subject; allow the parties 

that same courtesy. 

 

  4. DO NOT DISCUSS THE CASE:  During the trial, you should not talk about the case to 

anyone, including other jurors.  Outside discussions could cause you to form conclusions 

before all the evidence has been presented. 
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  5. DO NOT READ OR LISTEN TO OUTSIDE NEWSPAPER OR RADIO 

ACCOUNTS:  Newspaper and radio accounts might present a biased or unbalanced 

evaluation of the case.  Such accounts might then influence your future evaluation of the 

facts of the case. 

 

  6. DO NOT TALK WITH ANYONE RELATED TO THE CASE:  You should not talk 

at all to the lawyers, parties, witnesses, or anyone connected to the case.  This might be 

perceived as an attempt to influence your verdict. 

 

  7. CONTROL YOUR EMOTIONS:  You may be confronted with exhibits or testimony 

that makes you uncomfortable.  Be prepared.  You should not show any visual or audible 

expressions that you have been affected. 

 

  8. DO NOT INSPECT THE SCENE OF A CASE OR INVESTIGATE THE CASE 

ON YOUR OWN:  If the judge determines that an inspection of the scene or premises 

involved in a case is appropriate, the judge will arrange for the jury as a whole to make 

this inspection, accompanied by the court officials, attorneys in court, and parties 

involved. 

 

  9. REPORT ANY VIOLATIONS OF THESE RULES TO A MEMBER OF THE 

COURT STAFF OR THE JUDGE OUTSIDE OF THE HEARING OF ANY 

OTHER JUROR:  If you have become aware of anything outside the courtroom that 

causes you concern, the judge should be made aware of it.  Do not discuss the matter 

with other jurors, so that the minds of other jurors will not be influenced if the problem is 

significant. 

 

  The most important qualifications of a juror are fairness and impartiality.  You 

must lay aside all bias and prejudice.  You are the foundation of our judicial system, 

and your actions and decision should reflect this important role. 

 

 

G.   FOOD AND BEVERAGES 

 

        You may want to consider bringing a lunch or snacks as our vending machine is limited 

         on its offerings.  If you get selected to hear the case, there are eating establishments around  

         the Courthouse on Washington St.  The Bailiff’s have a listing of these establishments. 


