BEREAVEMENT AND FUNERAL LEAVE

Scope
This policy applies to all Black Hawk County non-bargaining employees except for department heads and

elected officials and their appointed deputies. Whenever the provisions of this policy are in conflict with
federal or state laws or regulations, the provisions of the laws or regulations shall prevail.

Eligibility

Each full-time employee shall, after ninety (90) days of continuous employment, shall be eligible for a paid
leave of absence to make arrangements for or to attend the funeral for a death in the employee's
immediate and extended family. Immediate family members shall be defined as:

e Spouse
e Parent
e Child

e Brother
e Sister

For purposes of the immediate family members section above, the definitions include natural, adoptive,
foster, step, and half relationships. Extended family shall be defined as:
e Brother/Sister in-law
Father/Mother in-law
Son/Daughter in-law
Grandparent
Grandchild
Aunt/Uncle
Niece/Nephew

Schedule of Leave
Upon satisfactory evidence, if requested, of a death in the immediate family, a paid leave of absence shall
be granted according to the following schedule:
A. Spouse, child, and parent: A paid leave of absence up to five (5) working days.
B. Brother, sister, brother/sister in-law, father/mother in-law, son/daughter in-law,
grandparent, and grandchild: A paid leave of absence up to three (3) working days.
C. Aunt, uncle, niece, and nephew: A paid leave of absence of not more than one (1)
working day.

Pallbearers

Regular, full-time employees may be granted a paid leave of absence for service as a pallbearer. When
an employee is released prior to the end of the employee's working hours, the employee shall report to
work within one (1) hour, unless less than an hour remains in the working day.

Administration

Only days absent which would have been compensable work days will be paid. No payment will be made
during vacations, holidays, lay-offs, or other leaves of absence. Should an employee on vacation have a
need for funeral leave during vacation, the vacation will be credited to the employee and funeral leave will
be applied for those days. In the event a holiday shall fall during the funeral leave period, the employee
shall receive holiday pay in lieu of funeral leave pay for that day. Payment shall be made on the basis of
the employee's normal work day's pay. Employee must attend, or make a bona fide effort to attend, the
funeral or memorial service to qualify for funeral leave pay. If an extended absence is required due to the
death in the immediate family, the department head may authorize use of vacation, compensatory time or

unpaid leave at their discretion.
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