Instructions for Requesting Bereavement Leave

Process:
1) If an employee is seeking Bereavement Leave, this form needs to be completed.  It can be filled in by the employee or their Timekeeper/Supervisor.  This link is also posted on the Miscellaneous HR Forms section of our website. 

2) [bookmark: _GoBack]Once the form has been submitted, designated representatives in HR and Payroll will receive an email notification. 

3) HR will review the information and update Payroll accordingly.

4) Payroll will put in the Bereavement on the employee’s timesheet in Kronos.
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Employee classification: *

Choose

Instructional
Administrative
Professional

Ed. Support Personnel (ESP)
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First, Middle Initial, Last Name of Employee Requesting Leave *

Your answer

Employee classification: *

Choose -
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Employee School/Work Site *

Your answer

Day(s) requested for Bereavement: (Ex. 8/12/25, 8/13/25 etc.) *

Your answer
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)

Name of Deceased family member and their relationship to you (or employee.) *

Your answer

Please upload a PDF copy or screen shot image of the obituary, funeral pamphlet,
or other form of documentation.

Upload 1 supported file: PDF, document, or image. Max 10 MB.

2 Add file

Send me a copy of my responses.

Sub Clear form
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Escambia County
PUBLIC SCHOOLS

Bereavement Leave Request Form

Full-time, benefit eligible employees may apply for up to three days of paid Bereavement
Leave in the event of a death in his/her immediate family to make funeral arrangements or
to attend funeral services. Immediate family is defined as a spouse, parent, current in-aw,
grandparent, sibling, child, stepchild, or grandchild. Employees may apply for  maximum
of three () days perfiscal year. This leave is not accumulated and will not be paid on days
employees are not scheduled to work. Employees will be required to provide a copy of the
obituary or other satisfactory documentation.

« Employees must be fully exhausted of annual and sick leave to be eligible for
Bereavement leave.

« Obituary, Funeral program, or other satisfactory documentation must be uploaded
with this form.

« Itis acceptable to complete this form on behalf of a co-worker thatis suffering a
currentloss of a loved one. Please email hrgeneral@ecsdflus if you need to provide
any further information.

aklinginsmith@ecsdfl.us Switch account &

The name, email, and photo associated with your Google account will be recorded when you
upload files and submit this form

*Indicates required question

Email *

[ Record aklinginsmith@ecsdfl.us as the email to be included with my response




