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Bereavement Policy – Students

Purpose

The purpose of the policy is to ensure that in the event of the death of a student that any matters related to this are dealt with accordingly and with sensitivity. 

Aims

· To ensure that any administrative systems are updated accordingly to avoid unnecessary contact with the family.

· To ensure there is a key person to liaise with the family.

· To ensure any students who remain in College can receive bereavement advice, guidance or counselling as necessary.

· To ensure exam boards are notified accordingly.

· To deal with the press if required.
· To provide students with practical guidance related to bereavement.
Procedure

The appended procedure is designed to ensure that a checklist is completed in order that necessary actions are completed and within a required timescale.


Appendix 1: Support Advice & Guidance can be found in the Student Handbook, pages 6-7. 

Date:


December 2017

Review Date:

July 2020
CONFIDENTIAL

Deceased College Student- College Procedure
Main Objective:  To provide college staff with guidance on actions to be taken/considered in the case of a death of a student.
The Vice Principal should be informed of the death or details of the student and will ensure that key contacts are informed and a checklist of actions are monitored and signed off. In the absence of the Vice Principal, the Senior Leader- Learning Services will perform this role. 

Name of student: ________________________________________ ID No: ___________________
Date of Birth: ____________________________________________
Progress Tutor:
_____________________________________________________

	        Check List
	Responsibility
	Timescale
	Actioned
	Date

	1
	Confirm from the person who informed the College, the student details and their identity, also check the details they have for the student – i.e. address and date of birth. 

Inform Vice Principal and Senior Leader- Learning Services.
	Vice Principal
	Immediate
	
	

	2
	Inform key staff as required: Senior Management Team (always), Curriculum Manager and, if appropriate, Teacher, Progress Tutor and any Student Services Staff. 


	Vice Principal
	Immediate
	
	

	3
	Identify the lead contact person to liaise with external agencies. Usually the Senior Leader- Learning Services.
	Vice Principal to determine as appropriate 
	Immediate
	
	

	4
	Inform other staff as required:

Safeguarding Team

Counselling

Press/Marketing Team

MIS/Learner Administration(to ensure that letters stop with immediate effect).
Reception/Security
Exams (to inform board/remove entries)

Finance Team 

ESFA
	Senior Leader- Learning Services
	Immediate
	
	

	5
	In consultation as appropriate between Student Services and Curriculum Manager put in place arrangements for informing affected students and staff e.g. e-mail to staff, meeting with students, communication home if appropriate.
	Senior Leader- Learning Services
	Immediate
	
	

	6
	Identify within College the most appropriate person to liaise with the bereaved family

Name: _____________________________

Contact details _______________________
	Vice Principal
	Immediate
	
	

	        Check List
	Responsibility
	Timescale
	Actioned
	Date

	7
	Person identified in step 6 should establish:

· What are the funeral arrangements and do they include staff/students, flowers or donations etc.

· Consider the need for ceremony/time for thought within College for those students affected

 
	Person nominated in step 6

	As appropriate after notification of death


	
	

	8
	Arrange to keep work safe for if and when the family or police wish to collect (this should be kept safe for at least 1 year). Also contact exam board regarding possible partial accreditation (in liaison with family). 
	Senior Leader- Learning Services and Exams Officer

	Timing on advice from Senior Leader- Learning Services 
	
	

	9
	Prepare press release or response to media.
	Vice Principal and Marketing
	As required
	
	

	10
	Draft letter of condolence from Principal

Note:  this should be the only official letter from the College – any others should be of a personal nature.
	Principal
	Immediate once all facts are known
	
	

	11
	Checklist
· Flag with MIS so that no further letters can be sent to home address

· Process withdrawal on MIS

· Inform Finance
· Inform any placement that the student might have been on
	Senior Leader- Learning Services to liaise with: 

MIS Manager

Finance Manager

Marketing Lead
	All immediate
	
	

	12
	Liaise with Learning Services Safeguarding Team on appropriate bereavement counselling for students and/or staff with the possibility of outside referrals. 
	Vice Principal/ Senior Leader- Learning Services
	Immediate or as appropriate
	
	


Signed: _________________________________________

Date: ___________________________________________
Bereavement Support
The loss of someone close to us can be emotionally overwhelming and everyone experiences bereavement in different ways.  Grieving is a natural part of recovering from a bereavement, there are no rules about what we should feel, and for how long.  Everyone is a unique individual who experiences death of the person they were close to in a unique way.
Talking about your grief can be an important part of getting through a bereavement.  Choosing who to talk to about your feelings is a very personal decision and sometimes the most unlikely person can actually offer the most support.
· If you’ve lost a family member, someone else in your family may also be good to open up to because they’re likely to understand how you’re feeling.

· A close friend can be a good listener and a source of comfort and support, even if they haven’t gone through this themselves.

· A teacher or tutor - you may be distracted or find it hard to concentrate in College for a while, so talking to a teacher you feel comfortable with can help them understand what you’re going through and take a bit of pressure off you; special circumstances, such as bereavement, can sometimes be taken into account if you’re having trouble with coursework or exams.  Also your teacher or tutor can let you know what other sources of support there are in College.

· Your GP - especially if you’re concerned you’re not coping, might be depressed, have trouble eating or sleeping, are thinking about hurting yourself, or you’re not starting to feel better after a few months: they may suggest you have counselling.
There are lots of other sources of advice and support available, including:
Cruse Bereavement Care

Cruse is a charity for bereaved people in the UK.  They offer support, advice and information to children, young people and adults when someone dies.  They do this through face to face contact as well as by telephone, email and website support. Their services are provided by trained volunteers and are both confidential and free.
National Helpline on 0808 808 1677

Email: helpline@cruse.org.uk

Website: www.cruse.org.uk

Website: www.hopeagain.org.uk - Cruse has a special website for young people.  A special feature of this site is a message board where young people can share their experiences and receive replies from trained young supporters.

Winston’s Wish

Support for young people and their families after the death of a parent or sibling.
Freephone Helpline: 0808 020 021

Email: askmailbox@winstonswish.org.uk

Website: www.winstonswish.org.uk

Royal College of Psychiatrists

They offer a leaflet on their website for anyone who has been bereaved, their family and friends, and anyone else who wants to learn more.  They link to other useful services and provide thorough information on the process of grieving.
Website: www.rcpsych.ac.uk bereavement

