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    Purpose:

    ------------

To provide guidelines permitting an employee to be absent with pay following the death in the employee’s immediate family.
    Statement of Policy:

    -------------------------

The Company provides for a paid leave of absence for all full-time and part-time employees to attend services and to deal with the loss of a family member.
    Procedure:

    --------------

Full-time employees are entitled to paid Bereavement Leave for up to three (3) workdays.  Part-time employees are entitled to paid Bereavement Leave for hours normally scheduled, for up to three (3) workdays.  All leaves must be taken within five (5) calendar days following the death of a family member as defined in this Policy.  An additional five (5) days of Bereavement Leave may be granted by the employee’s supervisor when circumstances require more time, such as traveling long distances, etc. These additional five days may be taken without pay or by using accrued sick/personal days, floating holidays or vacation time.  If an employee is on vacation when a death in the family occurs, the period of Bereavement Leave will not be charged against vacation.  Employees must notify their immediate supervisor as soon as possible to make a request for Bereavement Leave.  Such request shall be no later than the start of their next scheduled workday.
Any exceptions or decisions regarding this Policy will be the responsibility of the Human Resources Department.
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