(ORGANIZATION) Guideline 002.06.07
Bereavement Leave
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	Purpose:
	To allow leave time for employees to attend funerals of immediate family members.

	Mandated by:
	n/a

	Applies to:
	All (ORGANIZATION) employees.

	Definitions:
	· “(ORGANIZATION) employees” are defined as all part-time, full-time, hourly, and salaried employees of the organization.  This definition does not include staffing agency employees or contractors.
· “Immediate family members” are defined as spouse/partner, child, parent, sibling, grandparent, grandchild, and/or spouse/partner’s parent or child.

	For more information:
	


Text of Policy:

Salaried and hourly full-time employees who have completed their 90 day probationary period will be granted up to three days paid bereavement leave for the purpose of attending a funeral of an immediate family member (as defined above). Part time employees will be eligible for paid bereavement only for those days they have been scheduled and expected to work.  Part time employees with be granted paid bereavement prorated for up to 3 days of the percent time worked.   
Except in the case of an emergency, the employee shall request approval from his/her immediate supervisor prior to taking funeral leave. Such leave shall be reported as Bereavement Leave on the employee’s time sheet.

Reference: (2010) U.S. Department of Labor

http://www.dol.gov/dol/topic/benefits-leave/funeral-leave.htm 












