[image: image1.jpg]- 33
B
-3

-
@
O

v)
C
m
C
z

&




UCD

Student Bereavement Response

MANAGEMENT PLAN

revised February 2009

FOREWORD

The death of a student
 is a very serious loss for the whole UCD community and has an impact on classmates, staff, and friends. A compassionate, organised response from the University can do much to acknowledge the loss and sustain students and staff in their recovery and adjustment.

This document provides a framework for the co-ordination of a response to such an incident. Its aim is to simplify the flow of information in the university and clarify the roles of all those involved in providing support. It is not intended to restrict the initiative or common sense of individual staff in light of the prevailing circumstances in a particular incident.

Please address all queries to:

Vice-President for Students

Tierney Building

Belfield,


Dublin 4.

Tel:
01 – 716-1280
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	SUMMARY


1.1
The Incident
The circumstances surrounding the incident profoundly affect the form of the response from the University. Broadly speaking such incidents are classified as follows:

Student death on campus

· related to academic activity (e.g. laboratory accident)

· not related to academic or University or Student Union activity (e.g. traffic accident)

· due to sporting activity

Student death off campus

· related to academic activity (e.g. fieldwork or student placement)

· at an event arranged by the University (e.g. Society event or Student Union event)

· while participating in a UCD Sports Club event

· not related to UCD, including on holidays or foreign travel.

The structure of the course of study that the deceased was involved in will also determine the form of response (e.g. an undergraduate who is a member of several Schools compared with a postgraduate who is a member of just one School or an international student).

The time at which an incident occurs will also affect the form of the response (e.g. in or out of term, during normal working hours or after hours etc.).

The overall management of the University’s response to such an incident is the responsibility of a Central Figure who would normally be the Vice-President for Students.  

This response process is broken down into four areas – Academic, Support, Operations and Communications; each of these is managed by a leader who actively liaises with the Central Figure throughout the process.  The level of involvement of each team will depend on the circumstances of the incident.    The possible memberships of each team are described in Figures 2, 3 and 4.  Once again, the level to which various members of each team are active will depend on the circumstances.  


[image: image2]
Figure 1 Student Bereavement Response Chart

Each team leader co-ordinates the flow of information within their team and facilitates the flow of accurate and timely information to the other team leaders and to the Central Figure throughout the process.  In order to allow the Central Figure to concentrate on coordinating UCD’s response, University personnel participating in the response process are requested to refrain from contacting him/her directly, but instead to seek updates from those in their team.
1.2 Initiation of the University’s Response

The first information concerning the possible death of a student may arrive to the University through a variety of means, day or night, including through the public media.   No matter where the information originates, it is essential that it be immediately communicated to the Central Figure.   The home and mobile telephone numbers of the Central Figure will be available to the Services Duty Manager, Chaplains, and Student Advisers.    It is possible to activate the first stages of this plan by contacting the Services First Response Room on the 24 hour emergency line (01) 716 7999. 

The Central Figure acts as the primary link for the flow of information. In the absence of the Vice-President for Students, the responsibilities of the role will be delegated to the Registrar / Deputy President in the first instance or, if he / she is unavailable, to the Vice-President for Communications, Development and Alumni Relations. 

1.3 
The Response Process
The response process itself can be broken down into six distinct phases:

1 Verification  - The immediate verification of the nature of the loss and establishing the personal details of the deceased.

2 Activation –  contacting the relevant team leaders with a view to activating the plan.

3 Communication - At the instruction of the Central Figure each team leader is responsible for contacting the relevant members of their response teams.

4 Action – Depending on circumstances an appropriate operational plan will be implemented.

5 Support - The ongoing communication and support for affected staff, students etc. in the period (weeks and months) following the death.

6 Follow up – Ensure that UCD complies with any legal requirements such as an inquest or a court case. Conduct an internal review / report of both the response process and the circumstances surrounding the incident.

	MANAGEMENT STRUCTURE


2.1 Central Figure 

His / Her duties are to:

· Confirm the details of the incident and the details of the deceased student. 

· Inform the President, Registrar, College Principal and Student Union President. 

· Activate the Bereavement Response Plan.

· Liaise with each team leader to decide what actions need to be taken and when. 

· If the death occurs out of hours, arrange meeting next morning to pass on information.

· Liaise with Conferring Office regarding possible UCD certificate, Deceased Degree or Aegrotat Degree for deceased student.

· Attend service/ funeral or send a delegate; write sympathy letter.

· Ensure that Academic Leader has adequate support.

· Chair a review 10 days after the incident, to assess how those involved are coping.

· Ensure that the student is entered in the Book of Remembrance.

2.2 Guidelines for Academic Leader

On the death of a student the Head of School, the Programme Co-Ordinator, the Vice-Principal for Teaching and Learning or the Dean of the Programme  will lead his/her College’s / School’s/Programme’s response.  In the case of a postgraduate student, however, it may be more appropriate for the leader of the deceased’s research group or class to fill this role. It is the responsibility of the Head of School to facilitate consensus on who is to coordinate the response plan. 
Depending on the circumstance his/her duties will include 

· Communicating the news of the incident to members of the School and College as directed by the Communications leader.  Reminding staff to avoid direct media comment if necessary.

· Breaking the news to classmates, ideally in a private setting and availing of the support of chaplains and student advisers who will be introduced to you by the Support Leader. 

· In consultation with the Programme Co-Ordinator or Head of School, postponing lectures and assignment deadlines, if appropriate.

· Considering, in consultation with the Assessments Office or the Programme Co-Ordinator or Head of School, the rescheduling of imminent assessments.

· Posting up notification on the cancellation of classes, deferral of examinations or assessments deadlines, as appropriate.

· In the case of an overseas student, liaising with the International Office.   

· Posting notice of funeral arrangements on College/School notice boards, if appropriate.

· Representing the College/School/Programme at the funeral or delegating staff, as appropriate.

· Sending letter of condolence.

· Referring distressed students to Chaplaincy, Student Advisers or Counselling, as appropriate. 

· Considering providing a focal point for students, such as a classroom with coffee/tea etc.

· Via Student Representatives and staff members, endeavouring to assess students most affected by death(s) and, if possible, directing them to the support services. With student agreement, contacting the support services directly to arrange appointments.

· If advised by the Suport Leader (Chaplain or Student Adviser),  contacting family(ies).

· Arranging, in association with Operations Leader, for the retrieval and return of student’s personal items to next-of-kin (from lockers, laboratories etc).

· Keeping staff and students advised of arrangements for prayer services and funeral. Consider arranging transport for students who wish to attend the funeral. This can be arranged through the Operations Leader who can also help to provide medical support during this trip, if necessary.

· Removing details of student from class lists and other documentation, as appropriate.

· Monitoring staff for signs of stress resulting from the event and referring to Personnel.
· Attending de-briefing about 10 days after the bereavement.
2.3
Support Leader

Reporting during this process to the Central Figure, this role will be filled by the Chaplain and/or Student Adviser assigned to the Programme/College affected, or another member of the Support Services whom the Central Figure may nominate. (It is the responsibility of the Central Figure to nominate the Support Leader).  His/her role may include breaking the news, co-ordinating the immediate response to those in need of support and identifying those in need of ongoing support, insofar as is possible.


Figure 2 Information Flow Chart for Support Team
The Support Leader,  depending on the circumstances, will call on a variety of support service providers across the University.  Each of these will be responsible for carrying out the tasks described below -  

Student Adviser(s) 

· Inform Central Figure of the death and await confirmation/details.

· Contact relevant Student Adviser, as necessary.

· Contact Chaplain and Academic Leader  to decide on appropriate response.

· Contact Students’ Union and Counselling Services.

· Liaise with Students’ Union Welfare Officer and Student Union Class Representatives.

· Make class announcement with Chaplain and Academic Leader.

· Contact Club/Society and flatmates to offer support, if necessary.

· If necessary organise room for grieving students with coffee and tea.

· Liaise with Counselling Services, if necessary.

· Inform students/staff of funeral arrangements.

· Assist in arranging transport to funeral/removal, if appropriate. 

· Attend removal/funeral.

· Assist Chaplain in organising memorial service, if appropriate.

· Attend de-briefing about ten days after death.

· Liaise with Heads of Schools/Programme Co-Ordinators/Deans regarding particularly vulnerable students in the aftermath and contact Counselling Services, if bereavement counselling is required.

Chaplaincy  The Chaplaincy offers an immediate response upon the death of a student. The Chaplain of the Programme/College to which the student belongs usually gives this support, and is available to the family of the deceased, classmates, friends and relevant staff.  Some of the roles fulfilled include - 

· Informing Central Figure of the death and assisting in confirming the details of the loss. 

· Assisting in breaking news of the death to students; 

· Contacting family; 

· Checking whether student has a partner or siblings in the University and, if so, informing their Schools/Programmes of the death.

· Organising a prayer service in Chapel, if appropriate; 

· Attending and participating in the funeral, if appropriate; 

· Being available to students. 

· Informing the Support Leader of any wishes the family may have in regard to the memorial book or services. 

· Organising annual memorial services for the deceased, if appropriate. 

Student Health  / Student Counsellor - are available to offer psychological support to academic staff, students or members of the University Support Services. In the days following a loss this service is available to distressed students, either individually or in groups. Emergency staff support and referral are offered where appropriate.

Immediate Response:

· The Support Leader will ensure that the counselling team is informed of a student death and plan an appropriate response.

Ongoing

· Offer individual counselling to students, as appropriate.

· Set up and facilitate a group for bereaved students, as appropriate.

· Liaise with staff members in their ongoing support of distressed students.

Students’ Union President and Welfare Officer
· Inform the Student Representatives of the classes affected. 

· Be available to provide support to distressed students. 

· Refer concerned students to the Programme Office, Student Advisers, Counselling or the Health Service, as appropriate. 

· Students’ Union Officers or representatives to attend the funeral.

· Manage Union media (Web and Observer newspaper) re sensitive and appropriate coverage.

Operations Leader - make arrangements in consultation with the Academic Leader for staff and students to travel to the funeral as appropriate. 

Accommodation Officer

If the death takes place in the Residences or of a resident: 

· in conjunction with Student Adviser, contact and inform housemates

· arrange a meeting between Student Advisers and relevant Residence Assistants

· facilitate family’s access and any requests by family if possible

· arrange to secure personal belongings for collection by next of kin

· be sympathetic to gatherings of distressed students

· monitor students and RAs and bring distressed students and/or RAs to attention of Student Advisers.

Personnel – Personnel should be notified to enable them to support and make available appropriate support structures for the affected staff if necessary.

SUPPORTING THOSE AFFECTED 

The majority of students will adjust appropriately to the loss and by the first month anniversary will have returned to their normal routines. A small number, e.g. those who were particularly close to the student who has died or who were traumatised by the death, may need ongoing support. Student Advisers will try to ensure that students in need of such help receive it from the appropriate service. The needs of staff members who were on duty over the period of the incident should be recognised and supported; Heads of School should check that members of their staff involved in the University’s response process are offered ongoing support.

Commemoration in the University
Students should be encouraged to consult with their Head of School/Programme Co-Ordinator and with the Chaplaincy when planning anniversary events and memorials. The University has a memorial to deceased staff and students.  The memorial consisted of a quiet garden, “An Cluanog”, the circular garden behind the Tierney Building, combined with the Book of Remembrance which is on permanent display in the foyer of the Tierney Building, listing names of deceased staff and students.  The pages of the book are turned regularly to change the name on view.  An annual service is held for all deceased members of the University community.

In addition to co-ordinating the activities of each service provider throughout the process, the Support Leader will actively mentor and support each of the following groups   
Academic Leader – having made contact with the academic that will lead the academic response, the Support Leader will introduce him/her to the relevant student advisers, counsellors and others who will provide practical support to students throughout this process

Staff (Affected) – monitor the effect of the incident on those involved and advise them of the support structures available to them.

Classmates & Friends -  provide comfort, support and information directly to distressed students or in association with the rest of the support team and the academic leader.   

Family – maintain contact with the bereaved family with regard to memorials, anniversaries etc

Occasionally those involved in the bereavement may be required to attend an inquest or similar proceedings.  The Support Leader will inform all those involved of this possibility and maintain contact in the months after the incident to support them through this process. The Central Figure will be kept advised of any such proceedings.   

2.4 
Communications Leader

The Communications team, led by the Director of Communications, is responsible for the circulation of information on the incident within the University. The office of the Director of Communications also acts as the press office for the University to disseminate information to the media and the public at large.
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Figure 3  Information Flow Chart for Communications Team
In addition to establishing and maintaining a line of communication with the academic member of staff closest to the deceased, the Communications Leader will communicate with the following as soon as possible.

  
Press and Student Papers - In cases where there is media interest in a student’s death, the Communications Leader will handle the relationship with the media. He / she will be responsible for communicating appropriate information to the media and for dealing with them in a way that is sensitive to the interests of the family of the bereaved, students and staff. He / she will also try to ensure that other students are not exposed to media attention.  In addition to issuing a press statement, the Communications Leader will provide a holding statement to be used by Services staff handling the incident (e.g. ‘Yes, we can confirm that an incident has occurred, I will transfer you to the communications office for future information’).

Web Editor – arrange for a suitably worded message to be communicated to the general campus population through the University Website, if appropriate.

Telephones – advise staff on telephone switch and Services Duty Manager where to direct telephone queries from the press and public.  In addition, provide information on funeral arrangements, as appropriate.

Services Duty Manager –  depending on the circumstances, it may be necessary to liaise with the Building and Services Department to make practical arrangements for the handling of the media or the dissemination of information to the campus population.  

International Office -  In the case of an overseas student, it may be necessary to enlist the assistance of this office to communicate with embassies, placement agencies and the relatives of the deceased.  

UCD Residences –  N.B. If a student who dies is resident on campus, the flow of information should go through the UCD Residences. 

Registrar’s Office – advise this office to adjust the deceased student’s record without delay with a view to ensuring that no further communications are sent out.

· Library - advise to adjust the deceased student’s record without delay with a view to ensuring that no further communications are sent out. It is critical, for example, that the library’s debt collection agency does not send out a letter concerning any outstanding fines accrued by the deceased. 

· Computing Services – advise that any computer accounts of the deceased be suspended without delay. Information on these accounts should be retained, as next of kin may need access to them.

· Fees & Grants – advise to adjust the deceased student’s record accordingly without delay, with a view to ensuring that no further communications are sent out e.g. fee requests.

· Records & Registration – advise to adjust the deceased student’s record accordingly without delay, with a view to ensuring that no further communications are sent out.

· Alumni Office - advise to adjust the deceased student’s record without delay with a view to ensuring that no further communications are sent out. 
· Conferring Unit – advise to adjust the deceased student’s record without delay with a view to ensuring that no further communications are sent out e.g. graduation notification.   If the deceased student was due to graduate in the near future, the appropriate protocol should be adopted.

· Assessments Office - advise to adjust the deceased student’s record without delay with a view to ensuring that no further communications are sent out, e.g. exam timetables. Advice on the handling or posting of results should be sought from the Central Figure through the Registrar’s Office.

· Programme Office - advise to adjust the deceased student’s record without delay, with a view to ensuring that no further communications are sent out.
2.5 
Operations Leader

This role will be initially filled by the Services Duty Manager, who will hand over to a senior Buildings and Services Manager once the call out procedures have been initiated, thus allowing the Duty Manager to manage normal campus operations.    Working closely with the Duty Manager, the Operations Leader will coordinate the adjustment of campus operations in response to the incident.  His/her objective is provide practical assistance to all those handling the crisis on behalf of the University. It is recommended that the Operations Leader liaise with UCD Residences and the Student Support structure. 
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Figure 4 Information Flow Chart for Operations Team 

Building and Services Department -   Depending on the circumstances, the Duty Manager may perform the first steps in the University’s response as follows.

· Preserve the scene of the incident on campus, maintaining both the dignity of the remains and  the integrity of the site until all legal requirements have been met 

· Contact emergency services

· Alert the Central Figure

· Secure the personal belongings of the deceased so that they may be claimed by next-of-kin

· Handle the University’s telephone switch 

· Liaise with the emergency services (i.e. the incident controller)

· Liaise with the Safety Office

· Inform the Head of Buildings and Services 

· Place all the facilities of UCD at the disposal of the incident controller

· Provide any relevant local campus knowledge

· Place all available personnel at the disposal of the incident controller. 

Safety Office - If the death is a result of an incident on campus or as part of college activities, the Safety Office must be contacted immediately. The Safety Office will prepare a report on the incident and see that anything which may have contributed to an accident is attended to. Should the incident have legal implications the Office of the Corporate and Legal Affairs Secretary will be informed. The Safety Office will manage the relationship with the Health and Safety Authority and the relationship with senior officers of the emergency services in the follow-up process.

Corporate & Legal Affairs Office   - If the death is an accident or is caused by an incident which has legal implications, the Office of Corporate and Legal Affairs should be advised through the Safety Office. The Secretary for Corporate and Legal Affairs will review the incoming information from a legal perspective, advise staff and students on any legal procedures that they may be involved in and decide whether students or staff need legal representation and make suitable referrals.

Catering - Should the incident require a large emergency services / UCD response team over an extended period of time, it may be necessary to make arrangements to feed these personnel using UCD catering facilities. 

Transport and Traffic Office - Should the incident occur on campus there may be traffic management issues to be addressed to re-route traffic or arrange for deliveries to made in an alternative fashion. In addition, the UCD response team may need access to the transport fleet.   There may also need to be traffic arrangements made for memorial service, funeral etc.. 

Telephone Services – Ensure telephone (Switch and Services) are aware of the appropriate response
Addenda

1. As part of its Student Bereavement Response Plan, UCD pledges to hold an annual memorial service for students who died during the year.  

2. For correct entry of student details into the UCD Memorial Book, it is recommended that the official announcement of the student death record the date of the student’s death. 
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� ‘Student’ is defined broadly to include: (i) registered student, (ii) student on leave of absence; (iii) student who is not officially registered but who has not withdrawn from courses. 
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