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1. [bookmark: _Toc37326791]INTRODUCTION

1.1 Dumfries and Galloway Council (the Council) recognises that there may be times when employees require time off during the bereavement of a dependent. This policy provides a framework for how managers deal with situations that arise within the workplace and outlines the terms of any leave and/or support available for staff.

1.2 The Council recognises the requirement for fairness and consistency when considering requests for special leave associated with bereavement. 

1.3 Grief can affect people differently and can impact the emotional, physical, spiritual and psychological wellbeing of the person who is bereaved. Whilst this is an intensely personal experience, a compassionate and flexible approach from employers can ensure that the impact on both the individual and the organisation is minimised. 
 
1.2 This policy helps Managers and Staff of Dumfries & Galloway Council manage and deal with this difficult situation through appropriate and sensitive discussions with colleagues or through line management arrangements, both in the immediate aftermath of bereavement and in the longer term.

1.3 The Council’s Mental Health and Wellbeing Policy and Guidance should be referenced in conjunction with this policy.

1.4 Bereavement in the workplace can be challenging to deal with and manage. Employees may need to take time off unexpectedly, find their performance is impacted, or be temporarily unable to perform certain roles. However, a compassionate and supportive approach demonstrates that our Council values its employees, helps build commitment, reduces sickness absence, and retains a committed workforce.
 
1.5 [bookmark: section]The reaction to grief can be unpredictable and everyone reacts differently. However, there are recognised phases of grief such as accepting the loss is real, experiencing the pain of grief, adjusting to life without the person who has died and moving on. Managers should understand and respect the fact that people will cope with grief in different ways. 

1.6 This policy will ensure that people are supported, and consistent treatment is applied in bereavement situations such as the death of a close family member.

2. SCOPE

2.1	This policy applies to all SJC employees of the Council. Teaching staff are covered by the Scheme of Leave of Absence for Teaching Staff.

3. BEREAVEMENT LEAVE PROVISIONS

3.1 The Employment Rights Act 1996 provides for a “day one” right for an employee to have “reasonable” time off work to deal with an emergency, such as a bereavement involving a dependant. A dependant could be a spouse, partner, civil partner, child, parent, sibling, grandchild, grandparent or someone who depends on the employee for care.

3.2 Time off is provided within our scheme of special leave for SJC staff which is set out in the Employee Handbook for a range of circumstances including bereavement.  This includes an entitlement to paid parental bereavement leave of up to 2 weeks which can be taken as 1 block of 2 weeks or 2 blocks of 1 week up to 56 weeks following the date of death (further information in section 5 below). For other bereavement leave (excluding parental bereavement leave) an employee will be entitled to up to 5 days paid Special Leave for a dependant and this can be taken at any time up to 6 months from the date of death. Special Leave for bereavement purposes does not need to be taken on consecutive days.

3.3 For bereavements of a close friend or other relative (not listed within the definition of dependant), an employee will be entitled to up to 3 days off which is paid and should take account of attendance at any subsequent funeral. Teachers are eligible for paid time off in relation to bereavement in line with the Scheme of Leave of Absence for Teaching Staff  
 
3.4 How these days off are taken will depend on the circumstances and is normally for the Manager and the employee to agree. However, please refer to Section 5 for specific provisions for taking parental bereavement leave.

3.5 There may be circumstances in which the employee would need to be absent for more than the days outlined within the schemes. Taking into account the welfare of the employee and operational requirements of the Council, a flexible approach to managing the time off could be taken by allowing a combination of time off such as annual leave, flexi time, unpaid leave or agreement to work time back.

3.6 Managers must be sensitive to employees’ different levels of emotional distress; and be aware that some staff may prefer to sort out the leave arrangement immediately, while others may be unable to discuss detail until shortly before or until their return to work.  Some employees may not be well enough to attend work and may need to take a period of sick leave.


4. [bookmark: _Toc37326793]GOOD PRACTICE WHEN MANAGING BEREAVEMENT IN THE WORKPLACE

4.1 The Mental Health and Wellbeing Policy promotes a mentally healthy workforce and helps managers and employees deal with mental health conditions. As mental health and wellbeing can be affected by grief it can impact on almost every aspect of the bereaved person’s life. It can interfere with their thought processes, concentration and sleep patterns at a time when they may need to make important decisions. Fatigue, anxiety and mood swings are common. Employees that feel they are supported by their line manager are more likely to cope better with bereavement, minimising stress levels and reducing periods of sick leave.  

4.2 Line Managers can ensure they deal effectively with bereavement in the workplace by having compassionate and effective conversations with bereaved employees. 


5. [bookmark: _Toc37326794]BEREAVEMENT – DEALING WITH THE NOTIFICATION AND THE IMMEDIATE AFTERMATH OF DEATH

5.1 Whilst there is some key information managers will need to ask a bereaved person, it is important to recognise that they may be feeling numb or distressed during this initial conversation and may not be able to take in or provide much information. A follow-up call or email may be appropriate. A calm, empathetic approach in all communications from managers will ensure employees feel supported and minimise their anxiety about returning to work.

5.2 In the early days of an employee’s bereavement, it is good practice for a manager to: 

· Offer their condolences. 

· Ensure the bereaved employee knows they are not expected to work as set out in the Council’s special leave schemes. They need to hear that work comes second and that they must take what time out is needed. 

· Begin a dialogue with the employee, asking how they would like to stay in contact. Is phone or email contact preferred? Are there particular times to avoid? Be aware that in the first few days, they may not wish to speak to anyone as they may be in shock. Be careful not to pressurise the employee into making decisions at this point. 

· Ask if the employee wishes to be contacted by colleagues. 

· Be conscious of diversity within the workforce and the impact this may have on, for example, days taken to allow the employee to fulfil religious or cultural expectations such as mourning rituals. 

· Be open to revising and reviewing the situation with the employee.  Keep the dialogue open. 

5.3 A conversation about when the employee anticipates returning to work may not be appropriate in the first days of bereavement. However, it is important to start a dialogue which will allow an open discussion around how the employee is coping, when they might be ready to return to work.

5.4 Every bereavement is different and by taking a flexible approach to its management will help to deal with the situation effectively. Some employees may feel able to return to work very swiftly, whilst others may need more time.  The relationship with the person who died, and the circumstances of the death will all have an impact on the employee, particularly if the death was sudden or traumatic. It is often difficult for bereaved employees to judge how they will feel in the workplace and a swift return to work does not necessarily mean that an employee will not need support.

5.5 Periods of bereavement leave should be recorded on iTrent.


6. [bookmark: _Toc37326795]WHEN A CHILD DIES

6.1 Parental bereavement leave
We recognise that, while dealing with any bereavement is difficult, the death of a child is among the most devastating events that an employee can ever face. Our Council is committed to supporting bereaved parents through their grief by ensuring they can take parental bereavement leave. Entitlement to parental bereavement leave applies to employees who suffer the loss of a child under the age of 18 on or after 6 April 2020. This includes parents who suffer a stillbirth after 24 weeks of pregnancy.

6.2 Who can take parental bereavement leave?
All employees, regardless of the length of service, can take parental bereavement leave if they are the parent of the child who has passed away, or the partner of the child's parent, if they live in an enduring family relationship. In general, employees can take this type of leave if they have parental responsibility (i.e. are primary carers) for the child and this includes:
· Biological parents;
· adoptive parents;
· individuals who are fostering to adopt;
· legal guardians;
· most foster parents (although emergency foster care, may not be covered);
· parents who suffer a stillbirth 24 weeks or more into pregnancy;
· “Intended parents” under a surrogacy agreement;
· Parent “in fact” (living with the child, not being paid for care of the child and had day to day responsibility for the child for a continuous period of at least 4 weeks before the child passed away).
If you are unsure about entitlement to parental bereavement leave, please contact HR on 030 3333 3003 or email hr@dumgal.gov.uk.
6.3 What leave can a bereaved parent take?
Employees are entitled to two weeks parental bereavement leave, which can be taken as:
· individual days (totalling the equivalent of either of the following blocks); or
· a single block of two weeks; or
· two separate blocks of one week at different times.
There may be circumstances in which the employee wishes to take a single week’s leave even though they are entitled to two weeks leave.
Employees can take the leave at the time(s) they choose within the 56 weeks after the bereavement, for example, at a particularly difficult time such as the child's birthday or anniversary of the child’s death.
Employees who are already on maternity leave at the time of bereavement, will be able to take/add parental bereavement leave on to the end of their maternity leave. 
If an employee suffers the loss of more than one child, e.g. multiple fatality; they are entitled to separate parental bereavement leave for each child who has passed away.
6.4 Notice to take parental bereavement leave
If an employee needs to take parental bereavement leave within the first 56 days after the bereavement, they you can take the leave straight away and they do not have to provide any notice. The line manager should be informed no later than when the employee is due to start work on the first day on which they wish to take leave or, if that is not feasible, as soon as reasonably practicable. To take leave more than 56 days after the bereavement, employees should provide at least one week's notice to their line manager.
The death of an employee’s child is one of the most sensitive situations that a line manager will ever deal with at work. Managers should adopt an exceptional degree of sensitivity and flexibility when dealing with the notice and evidence requirements for taking parental leave e.g. by taking necessary information in a discreet and sensitive manner from a relative or close friend over the phone in the first instance, rather than requiring a bereaved parent to provide notice in writing.  
6.5 Changing planned parental bereavement leave
Employees may cancel planned parental bereavement leave and take it at a different time (within the 56 weeks after the bereavement). Where the planned leave was due to begin during the first 56 days after the bereavement, the line manager should be notified that they no longer wish to take the leave prior to their normal start time on the first day of the planned leave.
Where the planned leave was due to begin more than 56 days after the bereavement, the line manager should be notified at least one week in advance that the employee wishes to cancel it.
Employees are unable to cancel any parental bereavement leave that has already started.
6.6 Pay during parental bereavement leave 
The Council has agreed that employees will be paid their normal pay for the duration of parental bereavement leave. 
6.7 Rights during parental bereavement leave
During parental bereavement leave, all contractual terms and conditions of employment will continue.
6.8 Returning to work after parental bereavement leave
When an employee returns to work after parental bereavement leave, they will generally have the right to return to the same job.
However, a slightly different rule applies if an employee return from bereavement leave that follows on immediately from maternity, adoption, paternity leave or shared parental leave (taken in relation to the child who has passed away), and the total time on leave is more than 26 weeks.
In these circumstances, the employee will have the right to return to the same job, unless this is not reasonably practical - in which case they will have the right to return to a comparable post on similar terms and conditions to their substantive post.
This rule also applies if the leave includes more than four weeks of ordinary parental leave (taken in relation to any child), regardless of the total length of the leave. Further information on the right to unpaid ordinary parental leave is available in the Employee Handbook on Connect. If an employee is taking parental bereavement leave, but is unsure where they stand on return, contact should be made with their line manager for clarification.

7. [bookmark: _Toc37326796]WHEN A COLLEAGUE DIES

7.1 In some situations a death can have an impact on a number of employees or across the whole workforce. Examples are where a co-worker has died, where the death occurred at or near the place of work, and where a number of the dead person’s family or friends are employed at the same place of work. 

7.2 Communicating the news of the death to other employees is key and the method of communication should be personal and sensitive. There may be areas of the organisation, for example the team where the person who died worked, that are particularly affected, and they may need more support. The manager should offer counselling at any time through Occupational Health as this can be beneficial in coping with the bereavement.  Staff can also self-refer for counselling.

7.3 It would be appropriate for the Manager to contact the family at an appropriate time to offer condolences and agree a point of contact for any questions they may have – for example, about pay, or pension arrangements. 

8. [bookmark: _Toc37326797]MANAGING BEREAVEMENT AND RETURNING TO WORK

8.1 There are likely to be ups and downs, as the bereaved person adjusts to life without the person they lost. The full emotional impact of the bereavement may not be felt for some time after a death. 

8.2 Regular reviews will allow the manager and the bereaved employee to discuss and agree any strategies or adjustments which may be needed to enable them to return to work and to support them in the workplace after their return.  Where counselling may be beneficial this this should be considered and offered. 

8.3 Special or significant days, such as an inquest, anniversary of the death, or the birthday of the person who died, can also be particularly difficult times for bereaved people. Sensitivity around these times, particularly when considering requests for specific days off, will help employees to manage their grief.

8.4 Bereavement will frequently lead to changes in the personal and financial circumstances of the bereaved employee. An employee who loses their partner, for example, becomes responsible for raising their children as a single parent. An employee whose sibling dies may take on caring responsibilities for an elderly parent. Any death which affects children or vulnerable adults will mean they need increased support from the people who care for them. Bereaved children’s needs can emerge months or even years after the death, as they understand more about what they have lost and face further changes in their life.

8.5 Line Managers need to be mindful of the family unit of the bereaved employee, and appreciate that in many cases, a flexible approach for example, granting part-time hours, or flexible working is most likely to support and retain the employee, and minimise sick days, as they negotiate new or increased caring responsibilities.


9. [bookmark: _Toc37326798]COPING WITH BEREAVEMENT

9.1 If an employee is dealing with bereavement, then the Council can provide additional support. 

9.2 An employee may not go through the phases of grief (as outlined in Section 1.5) smoothly as the grief may be chaotic and out of control, however, these feelings will become less intense over time.

9.3 While relying on family and friends is usually the best way to cope with bereavement if an employee wishes to talk or share feelings with a trusted colleague they can do so. However, where an employee informs a colleague that they have not discussed their bereavement with anyone then they can be directed to bereavement services as listed in Section 9.

10. MONITORING & REVIEW

10.1	This Policy has been developed by Human Resources an consulted on with the Trade Unions. The Policy has been subject to an Impact Assessment.

11. [bookmark: _Toc37326799]USEFUL CONTACTS

[bookmark: _Hlk37342425]11.1	Cruse – for employers. Cruse offers training and consultancy on managing bereavement at work, and workplace support after the death of a colleague.  For bereaved employees, Cruse offers support through a network of local services and helpline.  For more information please see http://www.cruse.org.uk/bereavement-at-work 

11.2	The Dying Matters Coalition aims to raise public awareness about the importance of talking more openly about dying, death and bereavement. Dying Matters has produced a wide range of information about end of life issues http://www.dyingmatters.org/

11.3	Child Bereavement UK produces guidance for employees and employers on returning to work. http://www.childbereavementuk.org/

11.4	Returning to work after the death of your baby or child – guidance for employees https://childbereavementuk.org/when-your-baby-dies

11.5	Returning to work when a baby or child has died – guidance for employers https://childbereavementuk.org/when-your-baby-dies

11.6	Macmillan Cancer Support have comprehensive information and guidance for employers about cancer and bereavement at work. 
http://www.macmillan.org.uk/information-and-support/coping/at-the-end-of-life/after-death/bereavement.html

11.7	Little Hearts Matter – www.lhm.org.uk

11.8	Samaritans (suicide support) – www.samaritans.org 
Contact jo@samaritans.org       Telephone 116 123
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