:‘-‘3. College of The Albemarle Policy
S .
‘ Policy Number: 3.2.16
COLLEGE %
ALBEMARLE

Pages: 1 0of 1

Title: Bereavement Leave
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Leave, Policy 3.2.17 Leave Without Pay

Division of Responsibility: Human Resources

College of The Albemarle recognizes the impact of personal loss on our employees and is dedicated to
offering compassionate support during bereavement. All full-time employees shall be granted up to 32
hours (equivalent to four eight-hour workdays) of paid bereavement within a fiscal year to grieve and
attend to matters related to the death of an immediate family member. For purposes of this Policy,
"immediate family member" means the employee's spouse, parent, child, sibling, grandparent, and
grandchild. This also includes all step, half, in-law relationships, as well as any individual who resides in
the employee’s household and with whom the employee has a close personal relationship equivalent to
that of an immediate family member.

Any leave taken beyond the allocated bereavement hours must be charged to annual, sick, faculty
personal leave, or leave without pay. Employees must notify their immediate supervisor promptly upon
the occurrence of a death and ensure appropriate coverage of their job duties.

Employees may be requested to provide reasonable documentation or proof of the death (e.g.,
obituary, death certificate) upon returning to work.

In addition to the bereavement leave entitlement, employees may take up to four (4) hours of
bereavement leave to attend the funeral or service of a co-worker or COA retiree should that occur
within normal working hours. Supervisors will promptly review bereavement leave requests, considering
the circumstances and ensuring adequate coverage for the employee’s duties.

Unused bereavement leave does not carry over to the next fiscal year and will not be paid out upon

termination or resignation. Bereavement leave may not be used for calculating an employee’s
retirement benefits.

Employees will be offered support through employee assistance programs (EAPs) or other counseling
services to help cope with bereavements and provide them with resources to manage grief.
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