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1. INTRODUCTION / PREAMBLE 
 
 The workplace is where employees spend most of their time and where they share 

every moment with fellow colleagues. Death of colleagues is a workplace reality 
and at times like these, the affected family members need support from inter alia 
the employer and fellow colleagues. The Municipality of Umsobomvu has 
developed a policy in order to provide emotional support and to recognise the 
contribution of the deceased colleague to the municipality. 

 
2. DEFINITIONS 
 

Bereavement- loss of an employee and immediate family member by death; 
 
Employee - refers to a person in the employ of the municipality;  
 
Immediate family - (i) a spouse or co-habiting partner, including 

same sex relationships; 
(ii) biological children/stepchildren/legally adopted children; 
(iii) mother, step mother, legal guardian;  
(iv) farther, step farther, legal guardian;  
(v) siblings; 

 
 Spouse -  (i) a partner in civil marriage; 
    (ii) a partner in customary marriage; 
    (iii) a partner in a relationship in which both have 

cohabited for a period of one year; 
 
3. PURPOSE OF THE POLICY 
 
3.1 The policy has the aim to with the consent of the family: 

 (i) provide guidelines for staff members on matters relating to the death of an 
employee; 

(ii) manage and administer the municipality’s involvement in the 
acknowledgement of the contribution by the employee who has passed on 
and passing of condolences to the family of a deceased employee; 

(iii) manage and administer the municipality’s involvement in the prayer and 
memorial services of a deceased employee; 

(iv) manage and administer the municipality’s involvement in the preparation and 
funeral of a deceased employee; 

 
3.2 To set equal standards of support during a bereavement period. 
 
 
4. SCOPE OF THE POLICY 
 
 The policy applies to and benefits payable to all persons in the employ of the 

municipality on a permanent basis or on a contract basis in excess of one year. 
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5. BEREAVEMENT COMMITTEE 
 

5.1 Composition of Bereavement Committee: 

 
5.1.1 The Committee shall be composed of TEN members; 
 
5.1.2 All racial groups (Black, White and Coloureds) will be represented by two 

employees each where possible; 
 
5.1.3 A Section 56 Manager, appointed by the Municipal Manager, shall be representing 

management on the Committee; 
 
5.1.4 Committee shall meet only when need arises. If a Committee member fails to attend 

two scheduled meetings without apology and after proper notice has been given, 
the member shall be removed from the committee; 

 
5.1.5 New members may only be elected at a general meeting called by the committee 

for replacement of a non-active member/ nominated by the Municipal Manger; 
 
5.1.6 The Bereavement Committee shall be dissolved on request of two thirds of the 

employees voting at a general meeting called for the purpose; 
 
5.1.6 In the event of the dissolution of the Bereavement Committee, the Municipal 

Manager shall call a general meeting with the purpose to elect a new Committee. 
 

5.2 Election of a Bereavement Committee: 

 
5.2.1 A Bereavement Committee shall be elected annually from amongst employees of 

the municipality on a general staff meeting who will be responsible for the provision 
of bereavement services to the family of deceased employees. 

 
5.2.2 At a general meeting only 50% (fifty percent) of the members may be replaced by 

an election process based on race and the other 50% (fifty percent) will be names 
appointed by different race groupings 

 

5.3 Duties of the Bereavement Committee: 

   
5.3.1 The Committee shall be responsible to open a cheque account, receive, deposit, 

withdraw and manage bereavement contributions deducted from employee’s salary. 
 
5.3.2 The Bereavement Committee shall withdraw money and pay over an ex-gratia 

amount to the family of the deceased employee to cover necessary expenses of the 
family. 

 
5.3.3 The Bereavement Committee shall buy a condolence card and flowers for the family 

of the deceased employee on behalf of the employees. 
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5.3.4 The Bereavement Committee shall arrange and manage a memorial service for the 
deceased employee if approved by the family. 

 
5.3.5 The Bereavement Committee shall manage the involvement and preparations of a 

funeral service for the deceased employee if approved by the family. 
 
5.3.6 The Bereavement Committee shall arrange, manage and lease transport for 

employees who wishes to attend the memorial or funeral services of the deceased 
employee anywhere within the borders of R. S. A.  No municipal vehicles may be 
used for transportation of employees to a memorial or funeral service. 

 
5.3.7 The Bereavement Committee shall arrange and manage a speaker from within the 

members of the Committee and one from the municipality to speak on behalf of the 
employees and the municipality at the memorial and funeral service of the 
deceased employee, if the approved by the family. Prayer session be 1 Hour in the 
premises of the family during working Hours. 

 
5.3.8 The Bereavement Committee shall meet quarterly and report on the activities and 

funds of the Committee at a general meeting. 
 
5.3.9 The Bereavement Committee shall provide to all employees an audited Income and 

Expenditure statement one week prior to an annual general meeting. 
 
5.3.10 The Bereavement Committee shall from amongst its members elect a Chairperson 

and a Deputy Chairperson.  
 
5.3.11 The Chairperson and the Deputy Chairperson will be responsible for inter alia 

signing of cheques. 
 
5.3.12 The Bereavement Committee shall be required to liaise with the deceased 

employee’s family within 48 hours of receipt of the notification of death. 
 
5.3.16 If the committee is seen to have failed to perform the functions as indicated in the 

policy, the general meeting of employees can dissolve the committee by ⅔ majority 
vote. 

 
6. BENEFITS 
 
6.1 The following benefits shall be applicable when an employee passes away:  
 
6.1.1 Condolence card, wreath and funeral to the amount of R 500.00; 
 
6.1.2 Ex gratia amount to the family to the amount of R3 000.00; 
 
6.1.3 Memorial service to the amount of R3 000.00 and if agreed with the family, the 

money will be administered by the committee; 
6.2 In the event that the family elects not to have a memorial service, the benefit falls 

away. 
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6.3 Benefits are to be adjusted annually by the Committee on its first quarterly meeting 
after elected to keep pace with inflation and according to the funds available. 

 
7. DUTY OF THE EMPLOYER 
 
7.1 The Employer shall deduct monthly from each employee’s salary an amount agreed 

at a general meeting and pay over same per cheque to the Bereavement 
Committee. 

 
7.2 The Employer shall appoint a qualified employee in the Financial Department to 

execute the financial administration of the Bereavement Committee. 
 
7.3 The Employer’s Financial Department shall: 
 
7.3.1  Draw up a monthly Income and Expenditure statement; 
 
7.3.2 Reconcile the bank account on a monthly basis; 
 
7.3.3 Audit the books of the Bereavement Committee on an annual basis. 
 
7.4 The Employer shall provide the Chairperson of the Bereavement Committee with a 

set of Financial Statements at least 30 days after the end of a financial year. 
 
8. PROCEDURE FOR AMENDMENT OF THE POLICY 
 
8.1 The policy shall be amended on request of a majority vote taken at an Annual 

General Meeting. 
 
 
9. APPROVAL 
 
 This policy is hereby approved for implementation. 
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