Other Paid Leave Policy

Purpose

This policy defines guidelines and responsibilities for paid time off related to bereavement leave, jury and witness leave, and military service leave for employees. This policy applies to all regular full-time employees.

Definitions

Immediate family member - Employee's spouse, child, parent, legal guardian, grandparent, brother, sister, mother-in-law, or father-in-law. 

Non-family member - Someone other than an immediate family member as defined above.

Funeral/Bereavement Leave

· Full-time regular employees may be granted up to 24 hours of paid time off, to attend a funeral of a member of their immediate family.
· Employees may be granted up to the equivalent of one full workday per year to attend funerals of non-family members. 

Jury and Witness Service Leave 

[Note: Some states require employers to pay employees for jury duty.  Where not required, some employers do not pay for jury duty as this can be grounds for judges to excuse the employee from jury duty]

· In general, regular employees will be granted time off with pay, for a maximum of one week, when summoned to jury duty or subpoenaed or for witness service in a federal or state court of law. These standards will also apply if an employee serves as a witness for the company in a court of law.

· A full workday (at least five hours) as a juror in court satisfies the requirement that absence from work was necessitated by jury duty, regardless of the employee's shift assignment.  Employees spending less than five hours on jury duty are expected to return to work to complete their shift.

· An employee who serves as a juror or witness on a regular workday and performs no regular work on that day will be paid for time equal to the hours in his or her assigned shift for that day. 

· An employee who serves as a juror or witness on a regular work day and works on that day, will receive pay for time worked and pay for any portion of his or her assigned shift not worked because of jury duty or witness service. When the hours worked equal or exceed the assigned shift hours for that day, no payment will be made for jury duty or witness service. 

Military Service Leave

· The company will make every reasonable effort to cooperate with the U.S. military services and employees in the event of conflict between company work schedules and temporary military duties of employees with military obligations. 

· An employee will be allowed up to 80 work hours per calendar year, with pay, for service as a member of a reserve component of the armed forces, and for absence due to required annual active duty. 

· In the event armed forces reserves and/or National Guard units are called upon to serve, reasonable efforts will be made to cooperate with U.S. military directives to consider additional time off during such a national emergency on a case-by-case basis. 

· The company will comply with the requirements of the Uniformed Services Employment and Reemployment Rights Act (USERRA) pertaining to service members, reservists and National Guard members returning to work after a period of active duty, including:

· Reemployment in a same or similar job

· Status, pay, and benefits that the employee would have attained had they not been absent for military service

Employees must receive an honorable discharge and must provide the required notification of their leave and return within the required time constraints.

