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Procedures 

When an employee is bereaved the supervisor should be immediately contacted. The supervisor is responsible 
for approving the length of the leave and informing the department head. - in-law, grandparent and grandchild. Similar 

consideration may also be given to foster child, foster parent, ward or other individual close to the employee. 

Time off with pay for attendance at the funeral of a deceased fellow employee (other than relatives as 
mentioned above) is allowed at the discretion of the supervisor. 

If, while on scheduled vacation, a member of an employee's immediate Family dies, and if, upon request, the 
employee can provide verification of the death, bereavement leave may be substituted for vacation. 
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