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Bereavement Leave Procedure
Employees in King County are entitled to use up to three (3) days of bereavement leave per calendar year to grieve the death of an immediate family member.  The definition of an immediate family member is defined in the King County Code.  After the three days of bereavement leave are exhausted the employee may use up to an additional three days of sick leave for each death of an immediate family. (KCC 3.12.210)


Action By:


   

Action:
	Employee
	1.
	Communicates need for bereavement leave to supervisor, indicating relationship of deceased eligible family member* 

	
	
	
	

	
	2.
	Completes the request for time off according to department procedures (i.e., absence request form, time sheet, equivalent system)

	
	
	
	

	
	3.
	Forwards the request for time off to      

	
	
	
	

	Employer

     
	4.
	Signs the approved request for time off document

	
	
	
	

	
	5.
	Forwards signed time off request to payroll 

	
	
	
	

	Employer

     
	6.
	Enters bereavement payroll code into payroll system**

	
	
	
	

	
	7.
	Files copy of any bereavement verification information into employee’s file

	
	
	
	

	Employee
	8.
	Begins bereavement leave

	
	
	
	

	
	9.
	Communicates with supervisor if bereavement leave is expected to last beyond requested dates of absence

	
	
	
	

	Employer

     
	10.
	Communicates with employee if bereavement leave extends beyond expectations and discusses leave of absence without pay process with employee and provides employee with appropriate form

	
	
	
	

	
	11.
	Coordinates expected return to work dates with employee

	
	
	
	

	Employee
	12.
	Reports back to work and completes absence request form if leave began while off work

	*King County Code defines an immediate family member as: spouse, child, parent, son-in-law, daughter-in-law, grandparent, grandchild, sibling, domestic partner and the child, parent, sibling, grandparent or grandchild of the spouse or domestic partner.   
                                                                                                                     **Employee’s eligible for leave benefits shall be entitled to three working days of bereavement leave a year due to death of members of their immediate family (please check collective bargaining agreements for a definition of family that may differ from the definition above).  Employees who have exhausted their bereavement leave shall be entitled to use sick leave in the amount of three days for each instance of death when death occurs to a member of the employee’s immediate family.  If no sick leave benefits are authorized or exist an employee may be granted leave without pay.
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