3.8
Bereavement Leave

1.
You are entitled to bereavement leave however long you have worked for us.

2.
You can have up to 10 working days bereavement leave if the deceased was:

i) your partner or child;

ii) a close relative living in your household, and you are responsible for finalising their affairs;

iii) if you, or any person living in your household, had a close personal relationship with the deceased, and you are responsible for finalising their affairs.

3.
You are entitled to up to 5 working days bereavement leave if:

i) As in ii) or iii) above where you are not responsible for finalising the deceased’s affairs;

ii) If you are responsible for finalising the affairs of a deceased person.

4.
Your Chief Officer may grant additional bereavement leave using the special leave scheme.

3.9
Special leave

1.
Under normal circumstances we expect you to use annual leave, flexi leave, or time off in lieu (TOIL) to cover any unexpected situations.  However, where it is not possible to cover an absence through other leave arrangements, Chief Officers may grant special leave as follows:

· leave with pay – up to one month; or

· leave without pay – up to six months

2.
In exceptional circumstances, the Head of the Department may agree to extend these leave provisions.

3.
Chief Officers can use the special leave scheme for the following:

a) Extensions of other leave schemes we run, including dependency leave, bereavement leave, adoption leave and paternity leave.

b) Grant leave to candidates at parliamentary elections representing political parties who received more than 10% of the national votes cast at the last general election.

c) Time off (sabbatical leave) for working on a project, not necessarily to do with their work, which they do at a further or higher education establishment.

d) Other exceptional circumstances.

