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(a) Respect, sensitivity and compassion - the university will act and respond in a highly 
sensitive manner out of respect for the deceased and in accordance with the wishes 
of the family  or next-of-kin.  Care will be extended to the  family or next -of-kin, the 
students, faculty and staff members most closely involved with the student prior to 
the student’s death and individuals who may have been with the student when the 
death occurred.   
 

(b) Privacy - Notifications must be made to a number of Units to enable necessary 
administrative actions to be undertaken in a ti mely manner. Faculty and staff shall 
use discretion in the use, access and disclosure of information related to the student 
and the student’s death. Any information provided will be verified for accuracy and 
considered carefully before being conveyed to the university community , media, 
family or next -of-kin. Use, access and disclosure of personal information shall be in 
accordance with the Freedom of Information and Protection of Privacy Act and the 
university’s Protection of Privacy policy (GV0235).  

 
(c) Clear and timely communication - the location, time, and circumstances of the death 

may influence communications and appropriate response processes. In order to 
minimize the amount of distress to the family or next -of-kin, efforts will be made to 
minimize the number of interactions and to obtain administrative closure in a timely 
and efficient manner. 
 

(d) Cooperation - Units will work together and with external officials to obtain 
administrative closure in a timely and efficient manner . 

 
6.00 When a university community member becomes aware of the death of a current student 

they shall immediately notify Campus Security Services and the Office of the Associate 
Vice-President Student Affairs. 
 

7.00 The Associate Vice-President Student Affairs (or designate) is responsible for 
coordinating the university’s administrative response to the death of a student including 
mobilizing and leading the Response Team as set out in the Procedures for Responding 
to the Death of a Current Student. 
 

8.00 The administrative response to a student’s death shall be conducted in accordance with 
the:  
�x Procedures for Responding to the Death of a Current Student;  
�x Appendix ‘A’ - Unit Activities after the  Confirmed Death of a Current Student; and 
�x Procedures for Responding to the Death of a Former Student.  

 
 
RELEVANT LEGISLATION  
Coroners Act 
Freedom of Information and Protection of Privacy Act 
Limitation Act 
 
 
 



http://www.uvic.ca/universitysecretary/assets/docs/policies/GV0235.pdf
http://www.uvic.ca/universitysecretary/assets/docs/policies/IM7700.pdf
http://www.uvic.ca/universitysecretary/assets/docs/policies/SS9115_6110_.pdf
http://www.uvic.ca/universitysecretary/assets/docs/policies/AD2300_6720_.pdf
http://www.aved.gov.bc.ca/studentaidbc/schoolofficials/documents/policy_manual_09_10.pdf
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PROCEDURES FOR RESPONDING TO THE DEATH OF A CURRENT STUDENT  
  

Procedural Authority: Vice-President Academic & Provost Effective Date:  May, 2012 
Procedural Officer: Associate Vice-President Student Affairs Supersedes: New 
Parent Policy:  Responding to the Death of a Student 
(AC1215) 

Last Editorial Change:  
December 2020 

 

 
PURPOSE 

1.00 The purpose of this document is to set out procedures for  the administrative response to 
the death of a current student . 

 
DEFINITIONS  
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(e) current affiliation to the university 
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APPENDIX ‘A’ -  UNIT  ACTIVITIES AFTER THE  
CONFIRMED DEATH OF A CURRENT STUDENT  

 
PURPOSE 

1.00 
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Unit  Unit Activities after  
Confirmed Student Death  

 
Arrange for any correspondence to be stopped with the 
deceased student.  
 
In the case of the death of a student athlete, arrange other 
necessary support services for affected teams and students as 
directed by the Response Team.  

Associate Vice -President 
Student Affairs  Office  

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 

Mobilize the Response Team as set out in the Procedures for 
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Unit  Unit Activities after  
Confirmed Student Death  

 
 
Brief the university’s executive as required. 
 

Campus Security  Liaise with the police, British Columbia Coroners Service, and 
other external officials as required. 
 
Cancel any parking tickets or fines; refund parking fees as 
appropriate.   
 
Arrange for any billing processes or correspondence to be 
stopped with the deceased student.
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Unit  Unit Activities after  
Confirmed Student Death  

 
(or Department Chair)  

 
 
(a) Notify the deceased student’s instructors and other faculty 

and staff as appropriate. 
 

(b) Contact instructors of highly impacted students within their 
faculty, if deemed necessary, to make any appropriate 
academic arrangements. 
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Unit  
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Unit  Unit Activities after  
Confirmed Student Death  

 
Arrange for an interpreter as necessary to communicate with 
the family or next -of-kin. 
 
Notify the appropriate embassy/consulate from the deceased 
student’s home country.   
 
In the case of a death of a Canadian Student studying outside 
of Canada, notify the Canadian embassy/consulate in the host 
country.   
 
When appropriate, assist with arrangements to r eturn:  
(a) the deceased student’s body to the country of origin ; and 
(b) any immediate family members to the country of origin.  

 
Assist any immediate family or next-of-kin with arrangements 
regarding the personal effects of the deceased student. 
 
Notify any appropriate local community associations of which 
the deceased student was a known member. 
 

Office of the Registrar  
(including the Support and 

Transfer Services, 
Undergraduate Records and 

Graduate Records Units)   

Withdraw the student from the university and all courses  and 
update the students’ academic records in Banner.  
 
Arrange for any official correspondence being issued from the 
Office of the Registrar to be stopped with the deceased 
student. 
 
Advise the Response Team regarding the status of the 
student’s graduation eligibility , including posthumous degree 
eligibility. I f an application for current graduation is on  file, or a 
posthumous degree may be appropriate, liaise with the 
University Secretary’s Office, Ceremonies and Events Office 
and the pertinent faculty as required.  
 
Coordinate the posthumous degree consideration and granting 
process.  
 
Coordinate the notification of the family or next-of-kin where 
the awarding of a posthumous degree has been approved.  
 
Advise the Response Team regarding notification of the 
Ceremonies and Events’ Office where the Student is pending 
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Unit  Unit Activities after  
Confirmed Student Death  

 
Office of the Registrar - 

Student Awards  
and Financial Aid  

 

Determine if the deceased student was receiving financial aid 
or participating in the Workstudy Program and arrange for 
termination of any financial aid.  
 
If the student was receiving financial aid, ensure that the 
deceased borrowers’ family or next-of-kin is advised to:  
(a) forward an original  copy of the death certificate to Student 

Aid BC or the appropriate government loan provider ; and 
(b) contact the service providers holding the student’s student 

loan accounts and forward a copy of the death certificate 
to service providers.  

 
Make arrangements to forward any applicable tuition-fee 
refund to the appropriate student loan service provider.  
 
Arrange for any billing processes or correspondence to be 
stopped with the deceased student. 
 

Ombudsperson  Close out any ongoing matters or records pertaining to the 
deceased student. 
 

Photo Identification Centre  Cancel student identification card. 
 

President’s Office  Write a letter of condolence to the family or next -of-kin. 
 
Provide direction on the lowering of flags in accordance  
with the university Flag Display policy (AD2300). 
 

Residence Services  If the deceased student lived in residence, ensure that the 
student’s roommates are aware of the death and inform them 
of the appropriate support services available.  
 
Liaise with Campus Security and the Office of the Associate 
Vice-President Student Affairs to determine who will collect the 
student’s personal belongings and arrange for disposition.  
 
Relocate any roommates as necessary. 
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Unit  Unit Activities after  
Confirmed Student Death  

 
Resource Centre for  

Students with a Disability  
(RCSD)  

If the student was registered with the RCSD, close any 
ongoing matters related to the student ’s accommodation and 
assist with cancelling supports or services related to an  
accommodation plan that were provided to the student.  

University Food Services  If the deceased student lived in residence, coordinate any 
applicable refund with Residence Services.  
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PROCEDURES FOR RESPONDING TO THE DEATH OF A FORMER STUDENT  
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8.00 The Associate Vice-President Student Affairs (or designate) shall consider any ongoing 
affiliation the Former Student may have had with the university and determine whether 
it is necessary to form a Response Team. 
 

9.00 The Office of the Associate Vice-President Student Affairs shall notify the Office of the 
Registrar which is responsible for updating the Former Student’s academic records in 
Banner. 
 
9.01 The Office of the Associate Vice-President Student Affairs will notify the Former 

Student’s faculty or department and any other affected Units who are likely to 
have records related to the Former Student or any ongoing correspondence with 
the Former Student. 

 
10.00 Notified Units shall review Appendix ‘A’ and verify if there are any appropriate activities 

that are applicable to respond to the Former Student’s death.   
 

11.00 The Alumni and Development department shall remove the Former Student’s name from 
mailing and contact lists. 

 
Records  

12.00 Records related to the administrative response to a Former Student’s death shall be 
marked as confidential and managed in accordance with applicable legislation and the 
university’s Protection of Privacy (GV0235) and Records Management (IM7800) policies 
and their associated procedures.  
 
 

 
 


