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Those on the NEED TO ACT LIST”: undertake the 
required actions within their unit as per their 
delegations. Some actions are only initiated after a 

request is made by next of kin or at the request of the 
DRC. Any request comes through DRC: e.g. 
information for insurance claim, posthumous awards, 

visits to campus, memorials. DRC checks each action 
required on the “NEED TO ACT” list is completed and 
recorded on the Student/Staff Management System 

 

The relevant DRC initiates protocol 

as per the Response Guidelines 
related to death pending 
verification and/or verified deaths 

and sees the case through to 
conclusion of protocol. 

 

 

After police have notified Next-
of-kin (if relevant) and at an 
appropriate time, contact made by 

DRC and Dean/Director (or 
nominee) to offer condolence, 
support and advice of the DRC’s 

role; including single university 
point of contact for the next of kin, 
except as part of a Crisis 

Management situation, where the 
Crisis Management Team take the 
lead. 

 

 

 

DRC ensures all communications are recorded on existing confidential student or staff TRIM file throughout Death Response process. 

 

 

Death off campus: Initial advice is 

received by the University (including 

on-campus residences) by source. 

Death on-campus (including in on-campus 
residences): Crisis Management Team 
activated and takes responsibility, providing 

information and guidance to the Death 
Response Coordinator (DRC).  
 

 
 

 
 
Initial advice is communicated to the Death 
Response Coordinator (DRC). Advice 
includes: name, staff/student id; contact 

details of source and any details available of 
next of kin. By law police must notify next-
of-kin of death, not staff 

 

 
 
 
 

 
 

 Where the reported death is pending verification, the 
DRC makes appropriate enquiries to elicit verification 
of death (from authoritative source such as death 
notices, medical advice, verbal advice which is 

evidenced by, for example; death certificate, social 
media, newspaper articles, staff report. Where 
Campus Safety & Security verify a death, the DRC 

can send official notification email 

 

 

     
 DRC closes TRIM file and archives files

. 
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