[image: image1.png]& Hackney




	Bereavement Leave



1. Introduction
Hackney supports employees in achieving a balance between their lives at work and their lives away from work.  This forms part of the Council’s commitment to improving services and increasing opportunities for all.  Bereavement Leave is one of the family leave options available to Council employees. 

2. Qualifying criteria

All employees qualify for Bereavement Leave regardless of their length of service.

3. 
The purpose of Bereavement Leave
A death in the family can be a difficult and emotional time for someone and time-off may be needed at short notice to grieve, make funeral arrangements or to deal with the estate.  Bereavement leave supports employees at this difficult time.

4.
Bereavement Leave and Pay

4.1
Employees may take up to 3 days’ paid Bereavement Leave where a close relative has died.  A close relative is:

· A partner

· Mother or father

· Son or daughter

· Brother or sister

4.2
Employees may take 1 day’s paid Bereavement Leave where someone other than a close relative has died.  The manager must be satisfied that this is reasonable given the employee’s relationship with the person.

4.3
Managers should consider requests on a case by case basis.  For example, a step-parent or grandparent who raised the employee should be treated in the same way as a parent.  If the employee has responsibility for arranging the funeral and dealing with the estate, then up to 3 days may be given even if the person is not a close relative.

4.4
Managers have discretion to agree more than 3 days in exceptional circumstances e.g. where the person who has died is a distance away.

5. 
Notification of Bereavement Leave.
5.1
Employees must let their manager know why they are absent and how long they expect to be away, as soon as they can.  This will normally be done personally and before the normal starting time.  However, the employee may have other priorities and managers should be sympathetic and flexible where possible.  
5.2
Evidence may be required to support the request.

6.
Recording Bereavement Leave
6.1
Approved Bereavement Leave should be noted on the employee’s annual leave card.

Managers are encouraged to make a file or supervision note about the leave (whether granted or not) in case it needs to be referred to later.

7.
Related Leave
7.1
Employees who have lost someone close may be absent beyond bereavement leave on sick leave.  The normal sickness management procedures will apply, however, managers should handle the sickness absence particularly sensitively.
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