[image: ]







Death of a Student: Policy and Guidelines
















	Document Control Information
	

	Version control
	3

	Owned by: 
	Head of Student Services 

	Latest amendment on:
	05/06/2025

	Approved by:
	Academic Board

	Approved on:
	22/08/2025


	Coming into effect on:
	22/08/2025


	Review date:
	June 2028



	
	



1. Executive Summary

1.1 This document has been written with a view to providing guidance on how the University should respond in such unfortunate circumstances.

1.2 The death of a student is not a common occurrence, but it happens often enough to have a significant impact across the university, affecting students and staff alike. When a student’s death does occur, we need to be aware that the University’s response affects the overall student experience and reflect upon the University’s reputation. In some instances, there is a need to follow legal procedures. In other instances, there is a need to protect the interests of the University, particularly in cases where negligence might be alleged. Above all, there is a need to respond sensitively and compassionately to those who are affected by the death and to ensure that the information we give is accurate and unlikely to cause confusion or additional distress. This is the rationale for this policy and the reason why it outlines very specific and clearly defined roles and procedures. 

1.3 The aim of the policy and guidelines is to provide advice on what the university should do when a student passes, taking account of various circumstances. We recognise, that the death of a student can cause considerable shock and bewilderment, and when these are experienced, it is important to have clear procedures. Guidelines of this nature cannot cover every eventuality and, in all instances, a degree of ‘common sense’ needs to be exercised. The guidelines will nevertheless provide a framework within which to respond. This document aims to: 

· Outline these procedures and specify those responsible for implementing them. 
· Outline an approach to supporting university staff and students and (within reason) supporting the family or partner of the deceased. 
· Outline an approach which will protect the University from embarrassment. 
· Protect against undue distress to relatives and friends of the deceased student. 
· Ensure that the University is acting in a caring, discrete, responsible and timely manner. 

2 Roles & Responsibilities

2.1 The Guidelines indicate a clear coordinating role for the Head of Student Services who will act as the primary contact and coordinator. Their role is to ensure that appropriate people are informed and that the necessary action is taken. Responsibilities are then delegated to some other figures within the University, this may include but are not limited to: 

· Deans/ Directors/ Heads and Service leads within Professional Service Departments. 
· Deans/ Heads of Student Experience/ Heads of Subject within School structures. 
· The Students Union.

2.2  Finally, the Policy and Guidelines outline what administrative and communications processes should be followed. This will include but will not be limited to: 

· Creating an incident log
· Notifying relevant colleagues and coordination of next steps. 
· Appointing a ‘nominated family contact’, whose role is to liaise with the family, to relay important information and to ensure that the family’s wishes are respected. 

2.3 The responsibilities required are mapped out into a process led ‘Ten- Step’ procedure detailed below:

	Ten Step Procedure

	Step
	Process
	Named person(s) 

	1
	If a member of staff at the university is notified of a student death by a third party (for example a family or friend of the deceased). They should notify the Head of Student Services with all information obtained via email.

(NB: where required, the primary university contact will take steps to verify the report of a death before proceeding to the next steps)
	Head of Student Services
Deputy Head of Student Services


	2
	The Primary Contact & Coordinator will reach out the students’ next of kin for initial condolences, offer of support, and establish and understanding of the circumstances in a sensitive manner. 
	Head of Student Services
Deputy Head of Student Services

	3
	The Primary Contact will share the news with relevant colleagues.
	University’s Primary contact and Coordinator, or their deputy


	4
	Letter of condolence drafted and sent to the next of kin/named contact signed off by SLT

	Head of Student Services

	5
	Communications sent to students and staff who are directly impacted. In such cases the school should liaise with primary contact. 

Where the student is studying at doctoral level, their status is more like that of a staff member, communications may be sent to fellow students and staff if appropriate. Staff should liaise with HR to inform this action. 

	Head of Student Services

	6
	Student records to be updated, and any fee or visa issues addressed

	Head of Student Services. 
Registry. 
Fees and Funding. 
International Visa Compliance (if required)

	7
	Where applicable, returning student’s belongings to the next of kin
	Head of Student Services

	8
	Primary contact or Deputy to follow up on any other matters with the family.

	Head of Student Services
Deputy Head of Student Services

	9
	Primary contact or Deputy to act as the liaison point regarding any formal investigation. 

	Head of Student Services
Deputy Head of Student Services

	10
	Where the student was near the end of their studies, a posthumous award may be granted.
	Head of Student Services. 
Registry




3. Circumstance and context of death

3.1 There are several circumstances under which a student’s death may occur and these circumstances will have a strong influence on how the university should respond: 
 
· Accidental death, e.g. road accident, sport related, domestic. 
· Sudden death due to natural causes 
· Anticipated death due to short or long-term illness; in or out of hospital 
· Death due to illness, with infectious disease implications 
· Death due to suicide, either at or outside university (1) 
· Death related to non-prescribed drug use. 
· Death due to unexplained or suspicious circumstances 
· Death due to terrorist activity at home or abroad (2) 
· Death of a student who is estranged from his/her family - This raises questions about who to contact and these questions may be difficult to answer without knowing the background.
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Note 1 - Suicide: If it is believed that the cause of death is suicide, the University should refrain from referring to ‘suicide’ until the Coroner’s results are published. It is generally not essential to disclose the cause of death and in the case of a death by suicide, the University should decide regarding disclosure, which respects the wishes of the family / partner.

If a death is confirmed as a suicide, the terms and phrases used when communicating it to others are important. The Samaritans make the following recommendation regarding the language used.

Avoid labelling a death as someone having ‘committed suicide’. The word ‘commit’ in the context of suicide is factually incorrect because it is no longer illegal. 

Further guidance on media guidelines for covering suicide can be found through the Samaritans website: 

https://www.samaritans.org/about-samaritans/media-guidelines/

Note 2 – Terrorism Related: Where suspected terrorism is involved in the death [terrorist suicide or victim(s) or terrorism] there is likely to be a ‘Prevent’ duty obligation. 

In these instances, the university Safeguarding protocol must be adhered to and can be found through the safeguarding webpage which includes our safeguarding duty: 

https://www.londonmet.ac.uk/about/policies/safeguarding/

Note 3: Some families may prefer minimum contact from the University and experience our interventions as interference. Others may want a high level of support, particularly if the family are living abroad. In some religions, the funeral takes place as soon as possible after the death and this may have implications for others attending.
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3.2 Regardless of the cause, it is important that the University is able to react quickly, appropriately and sensitively, addressing the following areas: 
 
· Response to family - striking a balance so that the intervention is supportive but not imposing. 
· Response to peers / other students 
· Response to University staff and University partners 
· Legal requirements, e.g. reporting, document keeping. 
· Other University policies and procedures, such as those related to ‘Health & Safety’,‘ Safeguarding’, ‘Infectious Diseases’ and ‘Mental Health’.

4. Contacting the Next of Kin or Trusted Person 

4.1 This is a very important role which should be fulfilled by a member of staff who can exercise tact and compassion and is able to establish clear role boundaries. If the deceased is an international student, it is recommended that this role be fulfilled by the Head of Student Services or Deputy Head of Student Services. Colleagues in other Services may be required to provide further information to support with this. The primary coordinator will:

· Be the sole contact with the family in the period following the death and up to the completion of formal procedures 
· Ensure that the University’s relationship with the family is direct and sensitively handled. 
· Liaise with the family in a manner which does not compromise the university’s legal obligations. 
· Advise the family on internal procedures and actions which they may need to take. 
· Inform the University of funeral and / or memorial arrangements.
 
4.2 The primary coordinator will contact the family within 24 hours of being notified of a student passing. The primary coordinator should give the family their contact details at the University but should not give personal contact details. This call (or later calls) is intended to convey the University’s condolences and to offer support. The primary coordinator should also address: 
 
· If the family wishes to give details of funeral arrangements 
· If the family agrees to these being disclosed to other students and to staff and are at ease with staff and students attending the funeral 
· If the family agrees to the University sending flowers, a donation to a charity of choice, or to kindly decline a gesture of condolence. 
· Arrangements for possible awards (if applicable) and how the family would like this to be done.

5. Students at Partner Institutions or studying abroad

5.1 If a student enrolled at a Partner Institution passes away, the host institution is expected to follow their internal processes and guidelines. The Partner Institution should inform the Partnerships Office who will instigate step 1 of the ten- step procedure.

5.2 For students who are studying abroad, the University should be notified as per the ten-step procedure. 

5.3 The repatriation and funeral arrangements are the responsibility of the family, who must register the death in accordance with procedures applicable in the country. Further information can be found on the <Gov.uk> website: https://www.gov.uk/government/publications/coping-with- death-abroad 


6. Death on University Premises

6.1 In the event that you are the person who discovers a student who has died on University premises, you will need to: 
 
· Call the Emergency Services on 999. 
· Call University Security. 
· Call your Line Manager who will be able to help coordinate your immediate support needs and referrals to the Employee Assistance Programme (EAP) if required. 
· Ensure that you (or others) do not touch or move anything at the scene, including the body. 
· Take a note of names and contact details of anyone who may have witnessed the death or was present at the time of discovering the body. 
· Stay at the scene until Security staff have arrived. 

6.2 The contact details for Security Services can be found through the Services and Facilities information webpage below: 

https://www.londonmet.ac.uk/services-and-facilities/security/

Others present (including friends of the deceased) may understandably be upset. They should be accompanied by a member of staff and taken to a quiet area away from the death scene. Police may wish to interview them but the immediate concern is for their well-being. All other students should be escorted from the area. All witnesses should be asked not to inform others about the death until the family have been contacted. In an age of social media, news spreads fast so informing the family must be treated as a priority. 

7. Record Keeping

7.1 The Head of Student Services (and others involved) will maintain a log of all actions taken and people who have been contacted. The log will contain basic information about the student, the death and include but not be limited to: 

4. Relevant and significant information.
5. Details of key contacts both internal and external to the university.
6. Actions which have been delegated to others and reports on such actions.


8. Retrieving property 

8.1 There may be issues associated with the death of a student who died in possession of University property, such as library books, technical equipment, and DDS equipment. The primary coordinator should consider this on a case by case basis and decide if these should be retrieved. Liaison with relevant colleagues is required to determine the necessity of this. 

8.2 Conversely, the University may hold property belonging to a student. This may include contents stored in lockers or studios. The primary coordinator when appropriate should arrange for collection of this and liaise with the family to offer a safe return of items should they wish to receive them. 

8.3 The primary contact and coordinator will agree a suitable method of collection and/or delivery if appropriate.

9. Wellbeing Checks and Debriefs

9.1 Responding to the death of student can be demanding and it important to offer and seek support. This may involve: 

Student Support

· Signpost to the Counselling Service for bereavement support for students.
· Signpost to Talk Campus. 
· Signpost to external support services and charities. 

Staff Support

· The Counselling Service being present when informing other students who may be affected. 
· Signpost to external support services and charities. 
· Signpost to HR, EAP and Line Manager.


9.2 It may be necessary after closure of proceedings to carry out a well-being check and debrief with all those who have been closely involved. Whether or not to do so after death off University premises should be decided by the Head of Student Services. The debrief is primarily strategic and therefore distinct from personal or emotional support but should include consideration of the emotional and personal support provided. The purposes of the welfare check and debrief are several: 
 
· To bring a formal ending to the proceedings. 
· To check that agreed actions have been completed and that no actions remain outstanding. 
· To ensure that all those closely involved are adequately supported - consideration should also be given to those not attending the meeting. 
· To clarify if contact with the family or any external agencies should continue and for how long. 
· To consider any lessons that need to be learned from the experience and if changes need to be made to the policy and procedures.
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