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POLICY NUMBER: WRL.3.4

Intent

Wheatland Regional Library understands how difficult it can be when an employee suffers the loss of a
loved one, dear friend or colleague.  The intent of this Policy is to establish a consistent approach to
recognize significant loss to our employees and ensure that sincere condolences are conveyed on
behalf of the Organization.

Scope

The Condolences Policy of Wheatland Regional Library applies to all employees and Executive
Committee members, as well as former employees and Executive Committee members.
Under special circumstances on approval of the Executive Committee, this policy will also apply to
Branch staff, and Regional Board members.

General Guidelines

The Organization authorizes the expenditure of up to $50.00 to send a flower arrangement and/or
other appropriate acknowledgement to express sincere condolences on behalf of Wheatland Regional
Library in the event of the death of:

 An employee or former employee of the Organization
 An Executive Committee member or former Executive Committee member
 A member of the employee’s or Executive Committee member’s immediate family
 Branch staff, Regional Board members (with prior approval of Executive)

Such flower arrangement shall be sent to the appropriate funeral location or the home of the
employee/former employee or Executive Committee member/former Executive Committee member,
Branch staff, Regional Board member, depending on the circumstances.

At the request of the Local Library, books may be purchased in memory of a deceased Executive
Member.  A book plate will be placed in each book, noting the individual’s contribution to the Library
System.
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Procedures
Upon notification of the loss of any of the individual’s as referenced above, please inform the
Administrative Services Manager immediately and provide all details available so the condolences can
be expressed in a timely manner.


