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HTC Compassionate/Bereavement Leave Policy
Policy Statement:
Holsworthy Town Council recognises that the death or serious illness of a loved one is a deeply emotional and distressing time for employees. This policy outlines the provisions for compassionate, and bereavement leave to support employees during such difficult periods.

1. Purpose
To provide paid and/or unpaid leave to employees experiencing the death or critical illness of a close family member or loved one, allowing them time to grieve, manage personal matters, and support their family.

2. Eligibility
This policy applies to all full-time, part-time and permanent employees of Holsworthy Town Council.

3. Bereavement Leave
3.1 Leave Entitlement
Employees are entitled to paid bereavement leave as follows:
	Relationship to Deceased
	Leave Duration

	Immediate family (spouse, child, parent, sibling)
	Up to 5 working days

	Extended family (grandparent, grandchild, parent-in-law, sibling-in-law)
	Up to 3 working days

	Other close relationships (e.g., close friend, relative not listed above)
	Up to 1–2 working days (at manager's or mayor’s discretion)


Note: Leave durations may vary based on contractual agreements, UK labour laws or individual circumstances.
3.2 Notification Requirements
HTC Employees should notify their manager or the mayor as soon as possible, providing the following information:
· Relationship to the deceased

· Date of death
· Expected leave duration
Documentation may be requested (e.g., obituary or funeral notice).

4. Compassionate Leave
Compassionate leave may be granted for serious or life-threatening illness or injury to an immediate family member. This leave may be:
· Paid Leave: Up to 2–5 days (at the company’s discretion)
· Unpaid Leave: Additional leave may be granted upon request
Employees should speak with their manager or the HTC mayor to discuss circumstances and provide appropriate documentation (e.g., doctor’s note).

5. Additional Leave Options
If additional time off is needed beyond the allotted leave:
· Employees may request to use annual leave, unpaid leave, or sick leave.
· Flexible work arrangements (e.g., remote work, adjusted hours) may also be considered.

6. Confidentiality
All requests for bereavement or compassionate leave will be handled sensitively and confidentially.

7. Policy Review
This policy will be reviewed annually or as required by changes in employment legislation.

Contact:
For any questions or to request leave, employees should contact the Town Clerk, the HTC Mayor or the Finance and General Purposes Committee.
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