Bereavement Leave Policy – Template

NAME OF COMPANY acknowledges the personal nature of bereavement and grief and is committed to supporting employees in practical and reasonable ways.

i. Paid leave following a bereavement.
Bereavement leave is paid leave that allows an employee time off to deal with their personal distress and related practical arrangements, primarily, but not limited to, when a member of their family dies. 

NAME OF COMPANY acknowledges that bereavement impacts all individuals differently and the guidelines below are intended to show the minimum paid leave an employee is entitled to in different circumstances. NAME OF COMPANY acknowledges that not all employees will need to take the full allowance, and some employees will need additional time, depending on their relationship with the person who has died and the circumstances of the death.   

· Death of a spouse, civil partner or partner (including same sex partners), child, ** or a person with whom the employee is in a relationship of domestic dependency = XXX WEEKS/MONTHS paid leave. 
**Child includes children in respect of whom the employee is; the biological parent of the child or are married to or are the partner of the child’s mother or father; the adoptive parent and legal guardians and carers; responsible for the upbringing of the child; parent to a child still born in or after the 24th week of pregnancy; 
· Immediate relative (an immediate relative includes a parent, step- parent, and sibling) = XXX WEEKS/MONTHS 
· Mother/father-in-law, grandparents, grandchildren, son/daughter-in-law, uncle/ aunt = XXX WEEKS/MONTHS 
In exceptional circumstances, 1 to 5 days leave may be granted on the death of someone outside the immediate family. These circumstances would include (but are not limited to) situations where the employee is responsible for funeral arrangements or has to travel abroad to attend the funeral. 
In order to take bereavement leave, the employee should give the Charity notice of:
· the date of death;
· the date the bereavement leave will start; and
· how long the leave will be.
An employee should notify their line manager of their need to take leave as soon as possible or, at latest, on the first day of absence. In exceptional circumstances, applications for leave will be considered after the first day of absence. If the employee wishes to subsequently cancel bereavement leave, they should give notice to the Charity/Company before the start of that working week. The Chief Executive has the right to exercise discretion in exceptional circumstances as outlined above. Leave days do not have to be taken consecutively, and this should be discussed further with your line manager. There is no qualifying service or a minimum number of hours worked to be entitled to bereavement leave.
ii. Annual leave following a bereavement
In the event of a bereavement, an employee will be able to take unpaid leave or annual leave at short notice to supplement their bereavement leave. Requests should be directed to the employee’s line manager.
An employee who suffers a family bereavement while on annual leave can convert their annual leave into bereavement leave and take their annual leave at a future date. 

iii. Return to work following a bereavement
Unpaid leave on compassionate grounds may be granted after bereavement at the discretion of the Chief Executive. An employee must consult with their line manager before starting unpaid leave. 

iv. Return to work following a bereavement
In certain circumstances a full return to work may not be possible for an employee following the death of an immediate relative – for example, when the employee’s grief is likely to impact on their ability to perform their role, or where new childcare arrangements have to be sourced or responsibility for the care of an elderly parent has transferred to the employee. 
In such instances NAME OF COMPANY will allow a phased return to work on a part-time or reduced hours basis where practicable. Alternative duties may also be considered. Any such arrangement would need to be agreed in advance by the line manager, would be subject to an agreed maximum number of days and would be managed in line with the charities flexible working/part-time working policy. 

v. Employee support following a bereavement
 NAME OF COMPANY acknowledges that bereavement leave is intended to support employees in the immediate period around the death of a relative. However, the process of grief, the natural reaction and adjustment to loss and change may take a significant time and will be personal to each individual. 
An employee with any concerns about the grieving process impacting on their work performance should discuss this in confidence with either their line manager, to ensure that any reasonable adjustments that may be necessary are discussed and put in place and that the employee is supported in their return to the full range of duties and responsibilities that they had prior to the bereavement or their duties and responsibilities are adjusted (as necessary) with the prior agreement of line manager. 
NAME OF COMPANY recognises that the majority of people do not require counselling to cope effectively with their grief. However, for employees wishing to avail themselves of professional help in coming to terms with a significant loss, the organisation offers counselling sessions with an independent counselling practice. This is a confidential service and can be accessed directly the employee assistance programme. 
vi. Health and safety following a bereavement
Bereavement can have an impact on concentration, sleep, and decision-making. The health and safety assessment of the workplace will include consideration of the impact of bereavement on employees, their duties and responsibilities, and the context in which they are working.
Any employee who is concerned about their ability to conduct their duties safely in the weeks following a bereavement must discuss this with their line manager. 
NAME OF COMPANY reserves the right to request an employee to meet the organisation’s doctor before resuming full duties. 
vii. Culture, diversity and bereavement
NAME OF COMPANY recognises that different cultures respond to death in significantly different ways. 
Line managers will check whether the employee’s religion or culture requires them to observe any particular practices or make special arrangements which would necessitate them being off work at a particular time. Employees should not assume that their line manager is aware of any such requirements and should draw this to their line manager’s attention as soon as possible. 
[bookmark: _heading=h.28h4qwu]Line managers who are unsure of how to respond to a bereaved employee from a different culture should ask the bereaved employee or someone else from their cultural group about what is appropriate.

Changes to this policy
We may change this policy at any time, in which case the amended policy will be posted on our websites and will apply from the date we post them, please check the policy regularly.   

The format and content of our website changes constantly. You should refresh your browser each time you visit our sites to ensure that you access the most up to date version.
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Further resources (United Kingdom)
Charities that can offer support/information/guidance
· Cruse: Bereavement care
· Widowed and Young: Charity that supports widows aged 50 or under
· Macmillan :  Cancer support and information service
· Bodie Hodges Foundation: Supporting families bereaved of a Child
· Mind: Mental Health Charity
· Samaritans: For those struggling to cope

Practicalities
[bookmark: _9ex8mgrsybol]Things you may need to know/do
What to do when someone dies
Step by step guide: how to register the death, notify government departments and manage financial issues.
1. Register the death
2. Arrange a funeral
3. Check what benefits are available to you
4. Tell the Government about the death - UK Tell us Once service 
5. Check if you can get bereavement benefits
6. Deal with your own benefits/pension/taxes
7. Check if you need to apply to stay in the UK
8. Deal with the Estate - Check if you need to apply for probate

Other Companies that will need to be notified, to enable them to update their records. Many services, such as Banks, have a dedicated Bereavement Team you can speak to.

· Life Ledger: https://lifeledger.com/  - a useful FREE notification service
· Bank (NOTE: Banks may freeze accounts immediately after notification)
· Mortgage company
· Private pension
· Private Healthcare
· GP
· Dentist
· Optician
· Mobile phone provider
· Utility Companies
· Gas/Electricity
· Water
· Broadband
· Home phone
· T[footnoteRef:1]V service [1: ] 


Further resources (United States of America)

Charities that can offer support/information/guidance
· MHA: Bereavement care
· National Widowers organization - Support for Widowers
· Widows Connection - Support for Widows
· Cancer Care :  Cancer support and information service
· Compassionate Friends Supporting families bereaved of a Child
· Mental Health America Mental Health Charity
· Suicide Prevention Lifeline For those struggling to cope

Further resources (Australia)

Charities that can offer support/information/guidance
· Australian Centre for Grief & Bereavement: Bereavement care
· National Widowers organization - Support for Widowers
· First Light Widows Association- Support for Widows
· Cancer Council:  Cancer support and information service
· Feel The Mgica Supporting bereaved Children
· Sane Australia Mental Health Charity
· Lifeline For those struggling to cope


