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1.0
Purpose
The purpose of the policy is to enable the University to respond sensitively, promptly and efficiently to the death of one of its students.

2.0
Introduction
The death of a student is an unsettling event, causing distress within and beyond the University. It is almost always an untimely event, often sudden. Students and staff may be deeply upset and some will find it difficult or impossible to work effectively, at least for a while.

Those most affected by the death—Family, students and staff—need to be offered support and understanding by the University. These are provided primarily by Student Services, the student’s academic tutors and by students themselves. A key means of helping people during this difficult time is by an effective and comprehensive procedure of responding. This will help ensure that the University fulfils all its obligations and does not cause unnecessary distress by failing to inform all appropriate departments.

No two student deaths are identical. Some deaths are caused by illness, others are sudden. A student may take their own life. Deaths may take place during a field trip or on a placement or exchange. The following procedure covers all of these situations. It needs to be implemented flexibly and sensitively. Experience has shown it to be an invaluable help on numerous occasions.

3.0
Principles
Following a student death, there are two organisational needs which must be balanced. These are information and confidentiality.

It is vital that clear and accurate information about the death flows quickly to where it is needed: Faculty staff and students need to know, as do Registry and Student Services. This must be done with an awareness of the sensitivity of the information and its impact on the recipients. Due to the swiftness of communication through the 24/7 media, SMS/text messaging, social networks and online networks it is essential that issues around communication are acted upon without any delay.  Although the fact of death will be public, respect for the deceased and their family should mean that, within the institution, the information passed on should be limited to what is necessary. The speed at which information travels informally, particularly through mobile communications, means that attention to detail and haste in reacting are essential in ensuring that information flows well.
In order to ensure that the procedure is carried out effectively, that the required information does flow and that confidentiality is respected, operation of the procedure rests in the hands of three Key Contacts. These will usually be the student’s Dean of Faculty; the Chaplain; and the Pro-Vice Chancellor. In the event of the absence of any of these key contacts their deputies are to act in their role and keep their manager informed of all relevant details. It will usually be appropriate for the deputy to make contact with their manager, even if away, or their manager’s manger where not practical to contact their manager.
4.0
Key Contacts
Almost any member of staff in the University may be the first to become aware that a death has occurred. At the first possible instance, they must inform one of the three Key Contacts. These will then contact each other and initiate the Procedure (See Chart 1).

4.1
Dean of Faculty
The academic Faculty is the primary point of contact of all students within the institution. It is the place where the student is known by both staff and students. It is therefore the point within the University that will be most affected by the death. The Dean of Faculty, with administrative support, needs to ensure that information flows out quickly (An exception to this being in the case of Joint Honours students where the Faculty with primary responsibility for reacting to the student’s death must be considered on a case by case basis). 
One of the most sensitive tasks will be to inform students of their colleague’s death. This needs to be done quickly but at an appropriate time. If it is appropriate to call a meeting the Chaplain or another member of Student Services will be available to offer support at that meeting. It may be necessary to arrange for the end of a lecture session to be used or a special meeting may be called. This should be at the first possible time when all the year group at likely to be together. The meeting should inform the students of the known facts and ensure that they are aware of the support available to them through the Counselling Service and Chaplaincy.

On occasions, it may be impossible for the Head of Subject to act as one of the Key Contacts. A senior colleague within the student’s department may be delegated to act on the Head’s behalf.

A Monitoring Form for use by the Department is attached (Appendix 3).

4.2
Chaplain
The University Chaplain offers expertise in the area of death and bereavement, as a minister of religion. They also work with faith advisers from the local community who can assist with issues relating to all the world faiths.

Their availability is also invaluable in offering support to the family, student and staff affected. This enables them to be a point of contact for the family and to make visits, where appropriate, to the student’s friends and colleagues. Although the organisational impact of the death may be negotiated within a few weeks, the personal impact will continue. The Chaplain will ensure that those who need support because of the issues raised by bereavement know that they can access that support through the Chaplaincy or other Student Services.

The Chaplain will liaise with the other members of Student Services. Where possible, they will travel with the staff and students attending the funeral service. The Chaplain will offer advice and support in planning any University-based memorial event. This is particularly important when few students and staff have been able to attend the funeral.

The Chaplain will include information on the use made of the procedure in the Annual Report. After consultation they will propose amendments as necessary.

4.3
The Pro-Vice Chancellor
The role of the Pro-Vice Chancellor and the Registrar in the Procedure are important. It is vital that the University remains alert to response to the death from at Executive level and also that Information and Student Records Systems are appropriately amended. In many cases, it will be possible for the student to be granted some posthumous award. Although this may be poignant, it shows that the University values the student’s achievement during their time here.

5.0
Timetable of Activity
The details of Section Activity (Chart 2) are detailed and organised into 3 periods.

5.1
Day One
As discussed above, accurate information must flow quickly to and then from the Key Contact. This must take the highest priority, to ensure that the University is reacting to the death within the formal structures of the institution and the informal structures associated with it, especially within the student population. It will be helpful for those involved in the case to be alert to  any false reports communicated via the media or social networks (including online networks). Thus, the Key Contacts and others may need to clear some of their time immediately. Arrangements must be put in hand to inform the students of the facts before rumours and false information have time to spread.

The Police take responsibility for informing the deceased’s next of kin. No contact should be made from the University with the next of kin until it is known that this has taken place. There may be occasions when the university know of a student death prior to police, or next of kin or both; in these instances it is of the upmost importance that all communication is directed through the police and that even with the university that the information is not shared or discussed except with the three key contacts. If someone other than the key contact has information that may be useful this must be shared with the key contacts.
5.2
Within 5-10 Days
During this period, all appropriate University departments and sections will be informed. This will take place as soon as possible. It is also probable that the funeral will take place during this period. This will often be at some distance from York. Nevertheless, it is helpful for the University staff and students to be represented at this important event.

Over this period, there will inevitably be some disruption experienced within the student’s programmes and among their friends and associates. It is important that sensitivity is shown to students and staff who will be seeking to come to terms with their loss.
Student Services will be available over this period and there may be a need for pastoral visits to the student’s residence.

The collection of the student’s possessions, including their work, needs great care. For the next of kin, it is likely to be highly distressing. The offer of support and help from staff, students and the Chaplain in this may be welcomed.

Often it is not possible for many of the affected students and staff to attend the funeral. It is often helpful for a memorial event to take place at the University. This could take many forms including Memorial Service or Social Event. It is likely to be an important stage in the bereavement process for students and staff. A possible event may begin to be discussed during this period.

5.3
Continuing
After the busyness of the previous periods, there will be less activity at this stage. Organisationally, a number of operations need to take place. The student’s name needs to be removed from notice boards and printed lists. This will require the lists to be reworked. The most appropriate time is at the end of a term, semester or session.

Students may qualify for a posthumous award. This is an important symbol that the work of the student was valued and significant. It may be appropriate for some suitable memorial to be placed within University, bearing in mind the lack of space of trees or plaques. This will include details of their course and dates, and could be kept on display in a suitable place.

It is all too easy to think that after all these things having been done that the incident is ‘over’. As is well recognised, the process of bereavement is a long and complex one. This will be the case for staff as well as students. Student Services will respond when a need is expressed by individuals or groups. It may well be appropriate for the Chaplain to maintain support with the family over the months and even years ahead.

Those students who knew the student personally are likely to feel that they are working below their normal level for a period. This can result in claims of mitigating circumstances to Examination Boards.

6.0 Implementation, Monitoring & Reporting
The Chaplain will arrange for briefing sessions with a wide range of staff. It will be helpful if as many staff as possible are aware of this procedure.

The Chaplain will collate the Monitoring Forms. These will contribute to an Annual Report. Significant trends will be reported through the usual line management structure.

The Chaplain in conjunction with the Counselling Network and Staff Development will prepare material for a training session to address “Reacting to Sudden Death”.
REACTING TO A STUDENT DEATH

CHART 1 – FLOW OF INFORMATION TO ENSURE THE PROCEDURE OPERATES

	STUDENT DEATH OCCURS




 (
	Once the death is confirmed (and not before) information may be passed to any of the following:-




(
(
	Information must be passed IMMEDIATELY to one or more of the KEY CONTACTS




(

KEY CONTACTS

1. DEAN OF FACULTY 
2. Pro-Vice Chancellor Stuart Billingham Extn 6673
3. CHAPLAIN Jem Clines Extn 6606 / 07850 481165
REACTING TO A STUDENT DEATH - CHART 2 - SECTION ACTIVITY
(* denotes if appropriate)

	
PRIVATE 


	Dean of 

Faculty
	Faculty Administration 
	Chaplain
	Registrar
	Pro-Vice Chancellor
	Reception + Porters 
	Marketing
	Students’ Union
	Counselling Service
	Accommodation Manager 
	Security/ Porters
	Medical 

Centre

	DAY 1
	ALERT HOP; Registrar; Chaplain.

Fill in Monitoring Form.

Inform Staff : include. Head of Subject; Year Tutor; Personal Tutor.

Appoint Member of Staff responsible for implementation for this event if Dean of Faculty is unavailable.

Arrange meeting or letter to inform Year Group/Course Group or wider (with Counselling & Chaplaincy)
	ALERT Principal’s Office; Marketing Department, & Reception.

* Liaison with Police - ensuring that the Family has been informed by them.
	ALERT 

Student Services / SU

Arrange with Dean of Faculty passing of information to students.

Liaison with faith adviser where relevant.

Visit to other groups shared house / flat, residence.

Liaison with Family (when informed), *Hospital & Mortuary.

24 Hour Availability for affected students; staff; family.
	Inform ICT, Library, Student Records, Finance, Student Finance, Porters, Accommodation of the student’s death
	Next of Kin details to Dean of Faculty; Faculty Administrator and Chaplain.

Continued liaison with Chaplain and Dean of Faculty
	ALERT Key Contacts (At home if out of hours).

Put enquirers in contact with Marketing Department or Key Contacts appropriate.
	Respond to Press Enquiries.

* Issue Press Release.
	ALERT Sabbatical Officers and relevant staff
	Check availability for requests for Counselling for affected students.
	Security of Student's possessions. 

ALERT Staff Warden.

Informing Residents (with Counselling/

Chaplain)
	ALERT Key Contacts

Check Police have been informed

Assist

Police if they need to  attend campus


	ALERT Key Contacts 

	WITHIN 

5-10 DAYS
	Representation of Staff and Students at Funeral.

Liaison with Next of Kin / Family including work and possessions.

Discuss arrangements for Memorial Event / Service (Students; Staff; Chaplain).
	Liaison with Registry about return of student’s submitted work and other possessions to the next of kin 
	Liaise with Dean of Faculty; Staff and Students re: Funeral Arrangements.

*Liaise with Faith Group/.Religious Advisers.

Contact minister taking funeral and be a point of liaison between them and University

Possibly assist next of kin in collection of Student’s possessions.

Possible arrangements for Memorial Event/Service.
	Amend Student Records.

Liaise with Chaplain re: contact with next of kin

*Arrange reimbursement of fees.
	Continued liaison with Chaplain and Dean of Faculty
	
	Respond to Press Enquiries.
	Consider representation at funeral.

Letter from President to Family.
	Availability for individuals & groups.

Liaise with Chaplain over need to provide “Reacting to Sudden Death” training to relevant groups
	Arrange return of deposit and rent paid in advance.

Arrange collection of student’s possessions with Chaplain.
	
	Amend Medical Records.

	CONTINUING
	Liaison with Faculty/Registry over posthumous award.

Memorial Event/Service.

Copy Monitoring Form to Chaplain.
	Removal of Student’s name from lists.

Posthumous Award.
	Continuing care for affected students, staff & family.

*Coroner’s verdict sent to Registry for amendment of ISIS.

*Memorial plaque.
	Posthumous Award.
	
	
	
	Representation at Memorial Event.
	Issues triggered in existing and new clients.
	
	
	


CHAPLAIN’S MONITORING FORM FOLLOWING A STUDENT DEATH

Chaplain:_______________________________________________________________
Day 1

Full Name of Deceased: _______________________________ Date of Birth: __________

Date of Death:_________________________ Place of Death: ______________________

Cause of Death:____________________________________________________________

Faculty /s : _________________________________ Student I.D. Number _____________

Course: ___________________________________________________ Year: _______

KEY STAFF CONTACTS IN ACADEMIC DEPARTMENT












 Procedure










 Given ?

Head of Subject : _______________________________________ Ext: ________

Academic Tutor: ___________________________________________ Ext: ________

Dean of Faculty: ___________________________________________ Ext: _________

Faculty /Course/Administrator: ________________________________ Ext: _________

CHAPLAIN’S CONTACT LIST

Counselling (Name): _______________________________________________________

Union of Students (Name): ___________________________________________________

Residence Manager (Name): __________________________________________________

Other (Name): _____________________________________________________________

Date/time of course meeting:_________________________________________________

Date/time of residence meeting: _______________________________________________

Next of Kin: _______________________________________________________________

Day 2

Funeral date and location: ____________________________________________________

Memorial event (if any): ______________________________________________________

Posthumous award details: ___________________________________________________

________________________________________________________________________

_________________________________________________________________________

_________________________________________________________________________

_________________________________________________________________________

Coroner’s inquest & verdict: ___________________________________________________

_________________________________________________________________________

_________________________________________________________________________

_________________________________________________________________________

_________________________________________________________________________

_________________________________________________________________________

_________________________________________________________________________

_________________________________________________________________________

_________________________________________________________________________
Memorial Location and date of installation: _______________________________________

_________________________________________________________________________

_________________________________________________________________________

_________________________________________________________________________

_________________________________________________________________________

_________________________________________________________________________

_________________________________________________________________________

_________________________________________________________________________

_________________________________________________________________________

REGISTRAR’S MONITORING FORM FOLLOWING A STUDENT DEATH

1.
Within the next 10 days, the following will need to be undertaken. 


Please date as necessary.

CONTACT: with name, address and full details

Chaplain  …./…./….


Dean of Faculty 
…./…./….

(The Chaplain will normally make the necessary enquiries about the time and place of the funeral, usually through the Next of Kin and be in contact with you. Nontheless please make contact to ensure that information is passed on and is accurate).

2.
We may hold a Memorial Event in the University following a funeral. The Chaplain will seek to make arrangements with the students and the family but please contact him/her to talk this through.


Memorial Event:
 ……./……./…….

Venue:

 ……./……./…….

3.
Finally, please ensure that the suitability or not of a Posthumous Award is discussed and that the student name is removed from all records and mailing lists.


Posthumous Award: 






……./……./…….


Liaison with Faculty 






……./……./…….


Removal of Name from Records and Mailing Lists:


……./……./…….


We hope that this form has assisted you in dealing efficiently and effectively with this sad and difficult situation. Please do not hesitate to contact the Chaplain at any point during the procedure if you feel that we can be of any further help.


THANK YOU VERY MUCH FOR YOUR HELP.

FOR INTERNATIONAL STUDENTS

(to be used in conjunction with the normal procedure for reacting to a student death).

	
	Dean of Faculty
	International Office
	Chaplain
	Registrar
	Security 
	Accommodation Manager
	Reception

	Day 1
	Check records for home address and confirm it with Registry; inform Police in writing.
	Contact any International students involved with deceased student.

Check records for home address and liaise with Dean of Faculty and Registry.
	ALERT International Student Support Officer and Dean of Faculty and Student Services.

ALERT Reception of student name and circumstances and that calls might be coming in from overseas, these are to be passed onto the Chaplain.
	Check records for home address and confirm it with HoF.
	
	Secure the students’ 

room.
	Any incoming related calls to be passed to the Chaplain.

	Day 2
	Make accommodation arrangements for next of kin.
	Make contact with Freight Firm re: belongings and then make arrangements when necessary.

Arrange packing, listing etc if parents are not here.
	ALERT Reception when it is known that parents are aware.

Contact parents assuring them of support and explaining University policy on costs.

Contact Consulate and Undertaker.

Meet parents and take to accommodation.
	
	
	
	


QUESTIONS THAT MIGHT NEED TO BE ADDRESSED 

1.
To what extent is the University responsible for, or prepared to make :
a) Repatriation of: i) Student belongings [e.g. £350] ii) Student Body [e.g. £2,000+]

b) Parents travel and accommodation. (One may be required for formal identification of the body?)

2.
How will these costs be met? A) University Insurance Policy b) Students’ personal Insurance c) Emergency Fund d) Faculty Budget.

DEAN OF FACULTY MONITORING FORM FOLLOWING A STUDENT DEATH

This form is intended to help Deans of Faculty to ensure that their Faculty responds to the death of a student as per the University’s Student Death Procedure.

DAY 1 (i.e. the day you are informed of the death)

1.
As soon as you are informed of a student death, please notify the following IMMEDIATELY giving the details below. Please date when contact was made.


PRINCIPAL’S OFFICE




……./……./…….


KEY CONTACTS

CHAPLAIN 






……./……./…….


REGISTRAR






……./……/…….


MARKETING






……./……./…….

Please pass on the following information to the above and record it below:

Full Name of the Deceased …………………………………………………………………………………

Date of Death ……./……./…….
Place of Death ……………………………………………

Cause of Death ……………………………………………………………………………………...

Department ………………………….. Course………………………………..…….. Year………

Date informed of Death ……./……./…….
By Whom ………………………………………...

2.
You may wish to ask another member of Departmental Staff to deal with this matter.  If so, please state whom and when they were asked. (The rest of this Monitoring Form could then be dealt with by them).


Staff Member ………………………………………………… Date Asked …./……./…….

PLEASE LET THE CHAPLAIN KNOW IF RESPONSIBILITY IS DELEGATED

3.
The above information will need to be made known to the following people as soon 
as possible.

Faculty Office …./…./….
Dept. Office …./…./….
 Head of Subject …/…/……

Year Tutor ……./……./…….

Personal Tutor ……./……./…….

4.
You and your representative will need to contact the Chaplain to arrange a meeting with 
him/her and a representative of the Counselling Service, to organise a time and venue 
for informing the students year/course group of the death. As information becomes

inaccurate very quickly, it is important that this happens as quickly as possible!

Meeting with Chaplain & Counsellor ……/……/……

Venue …………………..

Meeting with Student Body
 ……/……/……

Venue …………………..




Reception, Porters and Security





Accommodation Manager





Head of Subject and


Academic Tutors





Key contacts ensure that:


The procedure operates;


All relevant Departments are informed;


Appropriate support is offered











Students’ Union








Head of Faculty or Faculty SMT








Student Wardens








Chaplain





  Pro-Vice         Chancellor








Head of Faculty








Student Services
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