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CHAPTER 220 HUMAN RESOURCES

ARTICLE IV. COMPENSATION AND BENEFITS  

 

Sec. 220-120. - Bereavement Leave.  

(a) Origin: Article 120.420, Leave Policy.

(b) Scope: Employees.

(c) Guiding Principles:  

(1) Employees may take up to three two workdays of paid bereavement leave for the death of an
immediate family member.

(2) Employees may use other available paid leave or compensatory time if additional time off is
required or if the death is other than an immediate family member.

(3) Employees may not take unpaid bereavement leave until every other form of available paid
leave is exhausted.

(d) Process:  

(1) Requesting Bereavement Leave.

a. Employees must notify their supervisors of their need for and expected duration of
bereavement leave as soon as practical.

b. Employees must submit a request in writingLeave Request Form to their supervisors.

c. If possible, an employee should must submit a request in writingLeave Request Form to
their supervisor before the commencement of leave.

 d. In any case, a Leave Request Form must be submitted to their supervisor no later than
one day following the employee's return to work.  

(2) Payment for Bereavement Leave.

a. Nonexempt employees will be paid their regular rates of pay including shift
differentialpremium pay for their usual workdays up to a maximum of 2416 hours pay.

b. Exempt employees will be paid their regular salaries for their usual workdays up to a
maximum of threetwo-fifths of their weekly salaries.
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(Approved 6-8-2005, art. 220.420d)


