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 STAFF DEATH CHECKLIST

	Date of Event
	

	Coordinator
	


TABLE 1: CHECKLIST

	ACTION/EVENT
	RESPONSIBLE
	NOTES
	DATE/SIGN OFF
	STATUS

	1. Death is reported to the CEO, Operations Manager or Dean or other member of staff
	Anyone
	
	
	

	2. CEO (or Operations Manager or Dean as alternate) assumes role of ‘Coordinator’
	CEO or Operations Manager or Dean
	
	
	

	3. Coordinator answers immediate response questions
	Coordinator
	
	
	

	a. Who has been reported as dead? (answer in notes)
	Coordinator
	
	
	

	b. Is there evidence of death?

· Notification from a government agency such as the Registry of Births, Deaths and Marriages
· A copy of the death certificate

· A copy of the coroner's report

· A copy of a police report which explicitly indicates the deceased’s death or missing status

· A letter from a solicitor or executor of the deceased's estate

· Other evidence deemed appropriate by the Vice-President, Planning and Registrar.

Describe in notes and retain electronic copy for filing with this checklist
	Coordinator
	
	
	

	c. If evidence of death cannot be obtained, suspend the deceased’s IT accounts and ensure that no correspondence is sent until such time as the deceased’s status can be verified
	Coordinator

Technology Infrastructure Manager
	
	
	

	d. If death is not verified go to action 4
	Coordinator
	
	
	

	e. As death is verified, when did this occur? (answer in notes)
	Coordinator
	
	
	

	f. As death is verified, where did it happen? (answer in notes)
	Coordinator
	
	
	

	g. Go to action 5
	
	
	
	

	4. Death is not verified

· No further action be taken until evidence of death or proof of life is obtained

· If proof of life is obtained close off this checklist and make a note in the staff member’s file

· If evidence of death is obtained go to action 5
	Coordinator
	
	
	

	5. Decide on the timing and suitability of communication and follow-up actions from the Institute to the deceased’s family
	Coordinator
	
	
	

	6. Coordinate communications to and actions on class or cohort groups and staff
	Coordinator
	
	
	

	7. Arrange a letter of condolence on behalf of the Institute to be sent from the CEO or alternate
	Coordinator
	
	
	

	8. Ensure counselling support is available for students and staff
	Coordinator

Student Support Officer

International Student Support Officer (where international students are impacted)
	
	
	

	9. Plan further actions as deemed necessary, add to this list and initiate actions / ensure that there is an action to close off this checklist
	Coordinator
	
	
	

	10. Liaise with the CEO (or alternate) to ensure that outstanding remuneration is paid and that access to Institute ITC systems is closed off
	Coordinator
	
	
	

	11. Ensure HR records are updated appropriately
	Coordinator
	
	
	

	12. Record in Critical Incident Register [FRM310]
	Coordinator / 
Operations Manager
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