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PURPOSE

The purpose of this policy is to establish a policy and procedure for granting employee
bereavement leave due to the death of a member of the immediate family or a relative
of the employee.

DEFINITION

“‘Day”: The typical work shift is either an eight (8) hour or a twelve (12) hour shift. A
“day” is considered the individual officer’s current hourly work shift schedule, therefore a
day of bereavement is either eight (8) hours or (12) hours depending on the shift
schedule of the employee involved.

POLICY

A. An officer shall be entitled to a leave of absence for a maximum of up to three (3)
work days in the case of death in said officer's immediate family; namely, husband
or wife, child, parent, brother, sister, grandparent, or a relative residing in the
officer’s household.

B. The leave of absence shall be taken during the period between the date of death
and the day following burial, both inclusive, and provided further that the employee
offers valid proof of death and relationship upon request.

C. A maximum of one (1) work day will be granted for the death of a mother-in-law or
father-in-law. The Superintendent of Police may, due to extenuating circumstances,
extend or reduce the leave absence period.

D. An officer eligible for bereavement leave who must travel over 200 miles one-way to
attend a funeral of an immediate family member shall be granted one (1) additional
day, provided that, upon request by the Township, the employee offers valid proof of
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the location of the funeral.

PROCEDURE

A. The employee shall submit his or her emergency request for bereavement leave to
their immediate supervisor.

B. All bereavement leave must be approved by a Lieutenant or above. In the note
section of the employee’s time sheet the immediate supervisor must provide a brief
explanation and signature for the approved time. The time sheet must be approved
by a Unit Commander.

RESPONSIBILITY

It is the responsibility of all supervisory personnel to ensure that all personnel under
their immediate supervision comply with this policy.



