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Subject: Bereavement Leave Effective Date: January 1, 2025

Policy Code Number: HR-11.3.5 County Manager: Matt Rhoten

Responsible Department: Human Resources

1. Purpose: The Bereavement Leave Policy was established to provide support for employees during
times of bereavement while maintaining a structured framework for organizational continuity.

2. Eligibility: All full-time employees are eligible for bereavement leave, and the policy extends to cover
the loss of immediate family members, as defined in Gaston County Personnel Policy 3.1.3.

3. Duration of Bereavement Leave: Employees are entitled to a maximum of 24-business hours of fully
paid bereavement leave upon the death of an immediate family member, per calendar year.
Bereavement leave time must be taken within the calendar year and remaining time cannot be banked
for the following calendar year. Bereavement leave time will not be paid out upon separation from
employment.

4. Notification Process: Employees are required to notify their immediate supervisor as soon as possible
in the event of a bereavement situation. In the event an employee needs leave time extended beyond
three days, the employee may use a paid leave benefit if it’s available, in this order: compensatory time,
sick leave, and annual leave.  A written request for additional bereavement leave, beyond the initial 24
business hours, must be submitted to the department and the Director may approve the request.  Leave
without pay is also an option, which would require Director approval.

5. Documentation: Supervisors may request appropriate documentation, as needed, to support the
employee’s bereavement leave request. This documentation will be handled with the utmost sensitivity
and confidentiality.

6. Flexible Scheduling: To accommodate the grieving process, employees may request flexible
scheduling options during the bereavement period.  These requests should be submitted to a supervisor
for review and approval.

7. Confidentiality: All information related to an employee's bereavement situation will be treated with
the highest level of confidentiality. Supervisors and HR personnel are trained to handle such matters
discreetly.

8. Employee Assistance Program (EAP): Gaston County encourages employees to utilize the Employee
Assistance Program for additional support during challenging times. The EAP provides counseling
services and resources to help employees cope with grief and loss.
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