Town of Westwood

Leave Administration

Bereavement Policy
Policy #304

PURPOSE AND SCOPE
a. The purpose of this document is to set forth the Town’s policy and procedures
governing the use of Bereavement Leave.
APPLICABILITY
a. This policy applies to all paid, benefits-eligible, positions in the Town excluding
those positions under the supervision and control of the School Committee.
Employees whose positions are governed by a collective bargaining agreement
are subject only to those portions of this policy that are not specifically regulated
by those laws or agreements.
DEFINITIONS
a. Reserved for future use.
POLICY
a. Employees are entitled to bereavement leave without loss of straight-time pay
for normally scheduled work hours, as follows:

i. Employees are entitled to up to five (5) business days of bereavement
leave, per occurrence, for the death of an immediate family member.
Immediate family as used herein shall consist of the employee’s spouse,
domestic partner, child, mother, father, sister, brother, grandparent,
grandchild, mother-in-law, father-in-law, parent of domestic partner, or
legal guardian.

ii. Employees are entitled to up to three (3) business days of bereavement
leave, per occurrence, when there is a death in the employee’s family
other than those listed in section 4.a.1. Examples include; brother-in-law,
sister-in-law, aunt, uncle, niece or nephew.

PROCEDURES
a. The employee must notify their Department Head of the death and request
bereavement leave.
b. In extenuating circumstances, the Town Administrator/designee may grant
bereavement leave from one (1) to five (5) business days for the death of an
individual with a unique, family-like relationship to the employee.
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