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Procedure for Responding to the Death of a Student


1. INTRODUCTION

In the event of the death of a student it is essential that the University responds sensitively and appropriately. The purpose of this document is to outline the steps that should be taken to ensure such a response, starting with the rapid convening of a co-ordinating group.  The role of this group is to support the School concerned by responding to the particular circumstances of any one death or major incident.


2. ESTABLISHMENT OF CO-ORDINATION GROUP

In the event of the death of a student the Chief Operating Officer, or the Deputy Chief Operating Officer and the Head of Security should be contacted immediately. They will convene the co-ordinating group within one working day.

THE CO-ORDINATING GROUP

Chief Operating Officer (to liaise with the V-C and the Executive 
Team (ext. 4793)
Deputy Chief Operating Officer (ext. 4585)
Director of Residential Services and MLK (ext. 4721)
Head of Security (ext. 4624)
The Executive Dean from the Student's School or their representative
Critical Incident Coordinator (ext. 4729)
Director of the Hub (ext 4850)				
Chaplain (ext. 4275/6)
Emergency Contact numbers for the above are available through 
Security (ext. 4803 or Emergency number 2222 or 0121 359 2922)
Communications/PR (ext. 4793)						 

And as appropriate: 
	
Emergency Duty Manager
Senior Residence Tutor
[bookmark: _GoBack]Counselling Service	 Manager (ext. 4728)
Member of the Communications Team
Students’ Union President (ext. 4817)
University Health and Safety Advisor	

3. BRIEF OF THE GROUP

To ensure that all necessary procedures are put into place and relevant people informed and support arrangements made. The Co-ordinating Group will assume shared responsibility for co-ordinating a response and will:

· provide a link to the Vice Chancellor’s office
· provide a link for a single point of contact for the family
· agree appropriate and timely communication with the University’s staff, students, Council, external bodies
· support the School affected to ensure that there is access to the range of resources and support available in the university and beyond
· ensure that each incident is effectively followed up
· ensure that unnecessary duplication is avoided
· oversee the release of information to the Media


4. WHAT NEEDS TO HAPPEN IN THE EVENT OF THE  DEATH OF A STUDENT 


CHECKLIST


	
· gather all relevant information including what happened and who knows what
· Contact the Emergency Incident Manager or Head of Security who will inform the appropriate external bodies as appropriate
· arrange support for the School and any other parties who are directly involved
· decide who needs to be informed, by whom, in what order and by what means, taking responsibility for informing relevant parties about the death as appropriate
· Ensure family of the deceased student have been contacted and provided with single point of contact
· The Head of Security to liaise with police, in consultation with the Chief Operating Officer  
· ensure that the student is taken off administrative mailing lists
· arrange accommodation for relatives
· contact the Communications Office to issue any statements to the media and internal communications








5. WHO NEEDS TO KNOW 

CHECKLIST


	
Critical Students Incidents Coordinator to take responsibility for ensuring that the following are informed, as appropriate:

· next of kin – notified by the Police

· whoever they live with 

· Director of Registry and Student Planning

· Director of the Hub

· the Director of Residential Services and MLK 

· Senior Residence Tutor (if student resided in University accommodation)

· the Health Centre/GP

· the student’s School 

· the Communications Team

· the student’s friends and students on their course

· the Students’ Union President






6. SUPPORT

The Deputy Chief Operating Officer will take responsibility for co-ordinating the support offered. Key contacts will be the Director of Residential Services and MLK (ext. 4721) and the Critical Student Incidents Co-ordinator (ext. 4729).

Counselling Service
The Counselling Service will provide one to one and group support for those affected by the death, both students and staff. The Manager of the Counselling Service can be contacted on ext. 4728



School 
Members of the Student’s School have a key role to play as they will usually know the student, and personal knowledge is very important when contacting friends and relatives. Members of the School will also be best placed to decide who needs to be told and by whom, but a broader response is also required and the co-ordinating group’s task is to ensure that all necessary action is taken.

Staff within the School should take responsibility for passing on information to other students and may find themselves spending time with those touched by the death.  A member of the Counselling Service will be available to support them and to assist them when they speak with a group of students.

Residential Services
If the student lived in University accommodation the Residence Officers and the Residence Tutors will provide support to friends and flatmates in the Residences and will undertake regular welfare checks and will keep students informed of the support available to them across the University. Contact details?

Chaplaincy, Funeral/Service of Remembrance
The Chaplaincy will also provide support and pastoral care to individuals and groups - staff or student
The Chaplains can offer advice in making arrangements for funerals.  
Wherever possible a senior University representative should attend the student’s funeral and the Coroner’s Court if the circumstances of the death necessitate it.  The Critical Incident Coordinator will also organise transport to allow students to attend the funeral. Contact ext. 4729 or 4275/6

It may be appropriate for some form of remembrance to take place.  Such an act of remembrance may take many different forms, from the planting of a tree, to a full religious memorial service.  The Chaplains and the Coordinating Team will assist the School in organising this.

 
7. CONCLUSION

In the event of a member of the University learning about the death of a student it is important that the Chief Operating Officer or, in their absence, an individual from the Co-ordinating Group be informed as soon as possible.  It is also important that everyone in the University is aware of the support and counselling available to individuals and groups.



Janet Reid
Director of Residential Services & MLK
Updated
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