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CHARTER TOWNSHIP OF NORTHVILLE 

Subject: Bereavement Leave Policy: 5.4.006 Pages: 2 

Standards: Time Off and Leaves of           

Absence 
Effective Date: 01/21/2021 Revised Date: 01/19/2023 

 

I. PURPOSE: 

The Charter Township of Northville provides its employees with the much needed time off 

to be with loved ones, make funeral arrangements, attend the funeral, and grieve their 

loss. 

 

II. POLICY STATEMENT: 

An employee may be granted bereavement leave in the event of the death of a member 

of their family, as defined herein, or a close acquaintance.  This policy defines when and 

for how long this leave can be availed, establishes the compensation provided for the 

leave days, and the procedure to apply for and get approval for the bereavement leave. 

 

III. SCOPE: 

All full-time, non-union employees of the Township.  Full-time, union employees where 

collective bargaining is silent. 

 

IV. PROCEDURES: 

1. Bereavement leave shall be limited to five days without loss of pay or benefits in the 

event of a death of any of the following family members of the employee: 

a. Spouse 

b. Child, foster child, step-child 

c. Parent, parents-in-law, step-parent, foster parent, legal guardian 

d. Brother, step-brother, sister, step-sister 

 

2. Bereavement leave shall be limited to three days without loss of pay or benefits in the 

event of a death of any of the following family members of the employee: 

a. Grandparents, step-grandparent, step-grandparent-in-law, grandparent-in-law 

b. Grandchild or step-grandchild 

c. Son-in-law or daughter-in-law 

d. Brother-in-law or sister-in-law 

 

3. Bereavement leave shall be limited to one day without loss of pay or benefits in the 

event of a death of any of the following family members of the employee or spouse: 

a. Aunt, uncle 

b. Cousin 

c. Nephew, niece 

d. Acquaintance (e.g. close personal friend) 

i. The Township will consider requests for funeral leave for acquaintances 

on a case by case basis based on specific circumstances. 
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4. Employees shall notify their immediate supervisor prior to taking bereavement leave.  

Failure to comply may be cause for denial of such time. 

 

5. An employee requesting bereavement leave must complete the Bereavement 

Leave Notification Form. 

a. Employees may be required to provide verification of their loss and 

attendance at funeral services. 

 

6. If the employee is on approved leave when a death occurs, the employee will have 

the option to request that leave time be reclassified to bereavement leave.  The 

employee should notify their immediate supervisor as soon as possible. 

 

7. Employees must record their bereavement leave in BS&A Timesheets using the 

FUNERAL pay code. 

 

8. Extensions of bereavement leave will be considered on a case by case basis based 

on specific circumstances.  An extension granted shall not set precedence for future 

requests. 

 

V. FORMS: 

5.4.004A Bereavement Leave Notification Form. 

 

VI. ENFORCEMENT: 

Employees who violate or abuse this policy will be subject to discipline up to and 

including termination. 

 

VII. POLICY HISTORY: 

Created 01/21/2021 

Revised 11/29/2022 

Revised 01/19/2023 

Reviewed 05/05/2023 

Reviewed 04/14/2024 

Reviewed 04/14/2025 


