
1 
 PREAMBLE

1.1
The death of a member of staff of the University is fortunately a rare occurrence. The procedures that follow are designed to observe the following principles:

i)
the need for an appropriate level of response from the University, which should be neither overwhelming nor inappropriately understated in relation to the event;

ii)
the need for a sensitive and compassionate approach which recognises the distress for the person finding the body, the next of kin, and distress or potential for distress for staff and students close to the deceased;

iii)
the need to avoid confusion by developing clear lines of responsibility which support and make coherent, rather than centralise, the valuable contributions of a number of University staff and students;

iv)
the need to observe legalities, and to protect the interests of the University in cases where negligence might be alleged;

v)
the need to act with applied common sense.

1.2
These procedures divide responsibilities for action in the event of the death of a member of staff into First, Second and Third Tier responsibilities.  All those taking action should refer to the Further Guidance Notes in Section 5.  The Senior post holders (defined in Section 2.3) should decide the extent to which action should be taken in the light of the nature of the death and should advise other staff accordingly. 

2
ACTION TO BE TAKEN BY THE ‘FINDER’ ON THE FIRST DISCOVERY OF A BODY

2.1
During working hours

i)
Call the internal Emergency number for the building (numbers are provided on each telephone handset and are listed in the University telephone directory under ‘Emergency Procedures’ in the General Information section):

(1) Explain that a body has been found and give clear directions for the building and the location of the body within it;

(2) Ask for a university First Aider to attend the scene (the First Aider or the University Emergency Operator will call for the Police and an Ambulance);

ii)
Secure the area and ensure that nothing is touched or moved until the police have arrived and their guidance has been sought (you must remain at the scene until they have arrived);

iii)
Take names and addresses of any eye witnesses and ask them to wait in an adjacent area until the Police have arrived (suggest all concerned face away from the body);

iv)
If it is possible to establish the identity of the person presumed dead without touching or moving her/him, then do so;

v)
Call one First Tier Responsibility Holder (see Section 2.3 below);

vi)
Do not discuss the incident with anyone else.

2.2
Outside working hours

i)
Call the internal Emergency number for the building (numbers are provided on each telephone handset and are listed in the University telephone directory under ‘Emergency Procedures’ in the General Information section):

(1)
Explain that a body has been found and give clear directions for the building and the location of the body within it;


(2)
 Ask them to call for an Ambulance and the Police;
(3) 
Ask them to advise Marylebone Reception (Ext 5063) to implement their Disaster Call Out Procedures, or simply ask them to implement their Disaster Call Out Procedures if you are on Marylebone or Harrow Campus;

ii)
Secure the area and ensure that nothing is touched or moved until the Police have arrived and their guidance has been sought (you must remain at the scene until they have arrived);

iii)
Take names and addresses of any eye witnesses and ask them to wait in an adjacent area until the Police have arrived (suggest all concerned face away from the body);

iv)
If it is possible to establish the identity of the person presumed dead without touching or moving him/her, then do so;

v)
Do not discuss the incident with anyone else.

2.3
First Tier Responsibility Holders

· Campus Provost

· University Secretary & Clerk to the Court of Governors (5102)

· Head of School

· University Safety Adviser (Ext 5110)
The First Tier Responsibility Holder called by the ‘finder’ undertakes to inform the other three.  All four First Tier Responsibility Holders must in turn rapidly disseminate the information as described in Section 3.1 below.

2.4
Other points of note

i)
Death, unless it occurs within a controlled environment such as a hospital, must always be notified to the Police.  Any death at work must always be notified to the Health and Safety Executive.

ii)
Only a qualified paramedic can confirm that a person is dead, therefore an Ambulance must always be called.

iii)
If there are witnesses whom the Police or Health and Safety Executive Inspector may wish to interview, they should be taken to a private area removed from the immediate scene as soon as possible and provided with appropriate comforts.

iv)
It is the responsibility of the First Tier Responsibility Holders to disseminate information regarding a death as appropriate and ensure that the University’s procedures are followed with all due sensitivity.  The finder of the body should not disseminate information regarding the incident further than as described above and should refer any enquiries to First Tier Responsibility Holders. 

3
SPECIFIC RESPONSIBILITIES OF SENIOR POSTHOLDERS

3.1
First Tier Responsibilities
The following postholders should form the nucleus of a small team, the role of which is to ensure as far as practicable:

i)
that appropriate people in the University and externally are informed of the event;

ii)
that the legal requirements surrounding the event are being conformed to;

iii)
that appropriate people are consulted and involved with the further inputs that the University may wish or need to make;

Their responsibilities are summarised as follows.  In addition they should refer to the Further Guidance Notes in Section 5.

	Campus Provost
	· inform: Vice-Chancellor and Rector; the deceased’s line manager; Head of Counselling and Advice Service; VcEG member with ultimate line management responsibility for the deceased

· ensure that staff involved in a traumatic event are thanked and/or praised for their involvement

	University Secretary & Clerk to the Court of Governors
	· inform: Press Officer; Director of Human Resources; Switchboard Manager; Director of Estates & Facilities

· liaise with Police, Coroner’s Office, legal representatives, as appropriate

· ensure that the deceased’s next of kin have been informed of the death

	Head of School (if the deceased is a member of the teaching staff) 
	· inform Chair of Department

· inform the Course Leader, the School Senior Tutor, and Dept admin/technical staff

· inform relevant students

· co-ordinate offers of support to affected students/staff

	University Health & Safety Adviser
	· assess Health & Safety implications of any incident

· follow the reporting procedures laid down by the Health and Safety Executive

· inform Student Health Service (as appropriate)

· inform Campus Services Manager (as appropriate)

· in consultation with the Police or other statutory authority, implement immediate closures or changes in practice where necessary


3.2
Second Tier Responsibilities

The following postholders may have responsibilities in the event of a death.  The aim in all cases is:

i)
to create the time and space for those affected to adjust to and recover from the news of the tragedy;

ii)
to ensure that all concerned have confidence that the University is acting in a responsible, compassionate and sensitive manner;

iii)
 to ensure that no routine administrative procedure is continued which may cause

 embarrassment to the University and additional distress to relatives/friends of the deceased

iv)
to ensure that follow-up enquiries, internal or external, are channelled to someone with first-tier responsibility or someone delegated by that group.

Their responsibilities are summarised as follows.  In addition they should refer to the Further Guidance Notes in Section 5.

	The Vice-Chancellor
	· in consultation with those with first-tier responsibilities, to ensure that a letter of condolence is written to the family/partner

· to write to member(s) of University staff who had direct involvement with the death/nature of the death

· to arrange, or delegate the arranging of, an appropriate university tribute at the funeral or cremation of the deceased (taking advice from those in contact with the family and/or chaplain, and with particular attention to cultural sensitivities)

· to arrange, or delegate the arranging of, a memorial service, if appropriate

	The Switchboard Manager
	· to ensure that all external enquiries are channelled to the Press Officer, or other named person as agreed

	The Director Human Resources
	· to ensure that the deceased’s record is immediately updated, they are removed from the payroll, and that all internal administrative enquiries are referred

· to ensure that no inappropriate University communications are sent to the deceased’s address

· inform Central Finance

· to liaise over pensions as appropriate

· in collaboration with the Counselling and Advice Service, to ensure that appropriate arrangements are made for staff to seek help or support, internally or externally following a traumatic event

	Campus Provost, Head of School, and Chair of Department

or

Member of VcEG with ultimate line management responsibility, Head of Unit and Head of Section
	To collaborate in the following areas, as appropriate:

· to assist with informing staff and students connected with the deceased

· to confirm the availability of follow-up support for staff

· in consultation with other parties, to make appropriate contact with, and send a letter of condolence to, the family/partner of the deceased

· to arrange and assist appropriate representation by staff and students at a funeral and/or memorial service

· to consider with others, but especially the family of the deceased, an appropriate memorial 

	The Course Leader (if appropriate)
	To collaborate, as appropriate, with the Course Team:

· to ensure that students on course are informed in a timely and sensitive manner, and that questions are answered openly

· to ensure availability of appropriate staff to any student who wishes to talk

· to inform students of arrangements/availability for confidential talks with counselling and other professional staff

· to ensure the continuation of the course without delay, but being sensitive to possible distress of some students

	The School Senior Tutor

(if appropriate) 
	· To ensure his/her availability to students in the deceased’s tutor group


3.3
Third Tier Responsibilities

The following may have particular responsibilities arising from the death of a member of staff.  This will be determined by the nature and location of the death:

	Press Officer
	· To handle, or delegate the handling of, all media enquiries

· Where practicable, to assist with shielding the relatives from any excesses of the media

· To arrange, where appropriate and in consultation with the first-tier group, dissemination of information to the University at large

	Student Health Services
	In consultation with the University Health & Safety Adviser:

· to take any action required by law as the result of a possible death by reason of infectious disease

· to collaborate if appropriate with the local health authority

· to ensure that appropriate information is disseminated to affected staff and students

	Campus Services Manager
	In consultation with the University Health & Safety Adviser:

· to implement as appropriate immediate closures or modifications to premises

	Director of Estates & Facilities
	· To ensure any extra security measures are put in place

	Head of Counselling &  Advice Service
	In consultation with the relevant Department, Personnel and others:

· to arrange and disseminate the availability of counselling or “debriefing” professionals, including the Chaplin, for distressed students and staff


4
PROCEDURES IN THE EVENT OF THE DEATH OF A MEMBER OF STAFF WHILE OFF 
CAMPUS

4.1 Common sense should be used to apply these procedures as far as possible/practical in cases where the death takes place off Campus.

4.2 If the University night security operator is informed of a death out of hours (eg by the Police) the person responding to the call should follow the procedure set out in her/his manual.

5
FURTHER GUIDANCE NOTES ON ACTION TO BE TAKEN IN THE EVENT OF THE DEATH OF A  MEMBER OF STAFF OF THE UNIVERSITY

5.1 General

5.1.1 If there is a ‘violent, un-natural death, or sudden death of which the cause is unknown…’, then the Coroner’s Act 1988 imposes on the Coroner a duty (usually delegated to the Police at the scene) to establish:

· who the deceased was

· where, when and how the deceased met their death

· details required for the registration of the death

5.1.2 The police will also normally arrange for the removal of the body and any necessary post-mortem.

5.1.3 The Police (or Hospital) will also normally arrange that the next of kin are informed.  The University must check with the Police whether this has been done and which person(s) have been informed.  The University may need to assist the Police by making available that information from its records.

5.1.4 In the unlikely event that the Police do not undertake this duty, responsibility may fall to a senior officer in the University.  It is essential that the officer confirms the veracity of the information about the death before making any contact with the next of kin. 

5.1.5 If there are witnesses whom the Police will wish to interview, they should be taken to a private area removed from the immediate scene as soon as possible and provided with appropriate comforts.

5.1.6 In most cases, the sudden death of a member of staff will become known to at least a portion of the community within a short space of time.  Basic information should be disseminated without delay: there is no merit in trying to conceal a death on or off campus, by whatever cause, but equally there is no merit in disseminating information about an incident to a wider public than is consistent with “need to know” and “need to support”.  Failure to communicate can lead to rumour and unnecessary anxiety in the University community.

5.1.7 An apparent or alleged suicide is not a suicide until a Coroner says so.   It is important that people acting in an official capacity within the University know this and do not pre-empt the Coroner’s verdict in public utterances. 

5.1.8 There is some temptation to think that it is safer to “conceal” incidence of suicide, either for public relations reasons or from fear that one incident might turn into an epidemic.  There is no evidence that knowledge of a suicide will “implant” into others the notion that suicide is a viable option for them.  Nevertheless, it is likely that others close to a particular student will need particular support to deal with the suicide and feelings of incomprehension, guilt and inadequacy. 

5.2 Factors which may determine the level and type of response

5.2.1
The degree to which the university becomes involved in ways other than being supportive may be affected by the manner of death, which may fall into one of the following categories:

· accidental

· suicide or possible suicide

· natural causes (with or without infectious disease implications)

· crime
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