Bereavement L eave Policy

When a death occurs in an employee's immediate family, all regular full-time employees may
take up to three (3) days off with pay to attend the funeral or make funeral arrangements. The
pay for time off will be pro-rated for a part-time employee if the funeral occurs on a scheduled
work day. The employer may require verification of the need for the leave. The employee may
make arrangements with his or her supervisor for an additional four unpaid days off in the
instance of the death of an immediate family member. Additional unpaid time off may be granted
depending on the circumstances such as distance, the individual's responsibility for funeral
arrangements, and the employee's responsibility for taking care of the estate of the deceased.
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