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Bereavement Leave Company 
Policy
1. Introduction
At [Company Name], we understand the profound impact of losing a loved one. 
Our Bereavement Leave Policy is designed to provide support and time off for 
employees during these difficult periods. This comprehensive policy outlines the 
details of our bereavement leave, ensuring clarity and compassion for all team 
members.

1.1 Purpose
The purpose of this policy is to:

Provide employees with paid time off to grieve and attend to matters related to 
the loss of a family member

Establish clear guidelines for requesting and approving bereavement leave

Ensure fair and consistent application of bereavement leave across the 
organization

1.2 Scope
This policy applies to all full-time and part-time employees of [Company Name], 
regardless of their length of service or position within the company.

2. Bereavement Leave Entitlement
2.1 Immediate Family Members
Employees are entitled to up to five (5) consecutive working days of paid 
bereavement leave in the event of the death of an immediate family member. 
Immediate family members include:
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Spouse or domestic partner

Children (including step-children and adopted children)

Parents (including step-parents and adoptive parents)

Siblings (including step-siblings)

Grandparents

Grandchildren

Current in-laws (mother-in-law, father-in-law, brother-in-law, sister-in-law)

2.2 Extended Family Members
Employees are entitled to up to three (3) consecutive working days of paid 
bereavement leave in the event of the death of an extended family member. 
Extended family members include:

Aunts and uncles

Nieces and nephews

Cousins

2.3 Non-Family Members
In the event of the death of a close friend or other individual with whom the 
employee had a significant relationship, employees may request up to one (1) day 
of paid bereavement leave. Approval for such requests will be at the discretion of 
the employee's immediate supervisor and HR department.

3. Additional Leave Considerations
3.1 Extended Leave
In cases where additional time is needed beyond the standard bereavement leave, 
employees may request to use accrued paid time off (PTO) or unpaid personal 
leave. These requests will be reviewed on a case-by-case basis by the 
employee's supervisor and HR department.
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3.2 Travel Considerations
If extensive travel is required to attend funeral services or handle estate matters, 
employees may request additional unpaid leave. Such requests should be made to 
the employee's supervisor and will be considered based on the circumstances 
and operational needs of the company.

3.3 Concurrent Bereavement Events
In the unfortunate event that an employee experiences multiple losses within a 
short period, each event will be treated separately, and the appropriate 
bereavement leave will be granted for each loss.

4. Requesting Bereavement Leave
4.1 Notification Process
Employees should notify their immediate supervisor as soon as possible when 
bereavement leave is needed. If circumstances permit, notification should be 
made before the first day of leave.

4.2 Documentation
While we trust our employees, we may require documentation to support 
bereavement leave requests. Acceptable forms of documentation include:

Obituary

Funeral program

Death certificate

Other official documents confirming the death and the employee's relationship 
to the deceased

4.3 Confidentiality
All information related to bereavement leave requests will be treated with the 
utmost confidentiality and sensitivity by management and the HR department.
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5. Pay and Benefits During Bereavement 
Leave
5.1 Compensation
Bereavement leave is paid at the employee's regular rate of pay for the number of 
hours they would have worked on the day(s) of absence.

5.2 Benefits Continuation
All benefits will continue to accrue during paid bereavement leave as they would 
during regular paid work time.

5.3 Holiday Considerations
If a holiday occurs during the bereavement leave period, the holiday will be paid 
as such and will not count against the employee's bereavement leave entitlement.

6. Return to Work
6.1 Transition Support
We understand that returning to work after a loss can be challenging. Managers 
and HR representatives are encouraged to work with employees to ensure a 
smooth transition back to work, which may include:

Flexible work arrangements for a defined period

Reduced workload temporarily

Check-ins with the employee to assess their well-being and need for 
additional support

6.2 Employee Assistance Program (EAP)
Employees are reminded of the availability of our Employee Assistance Program, 
which offers confidential counseling and support services. Information on 
accessing the EAP will be provided upon request.
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7. Policy Review and Updates
This Bereavement Leave Policy will be reviewed annually to ensure it continues to 
meet the needs of our employees and aligns with best practices. Any changes to 
the policy will be communicated to all employees in a timely manner.

8. Compliance
This policy complies with all applicable federal, state, and local laws regarding 
bereavement leave. In cases where local laws provide for more generous 
bereavement leave benefits, the local regulations will take precedence.

9. Questions and Support
If you have any questions about this Bereavement Leave Policy or need support 
during a time of loss, please don't hesitate to contact the HR department or your 
immediate supervisor. We are here to support you during difficult times.

Remember, grief is a personal journey, and everyone experiences it 
differently. [Company Name] is committed to supporting our employees 
through times of loss with compassion and understanding.


