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1. Purpose

The purpose of this Procedure is to provide managers with a guidance on the actions that are
required when an employee dies while employed by the College, and to support managers to meet
the College’s expectations that such occurrences are handled with compassion and that a
coordinated response occurs.

2. Scope and Application
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5.11 Contact Security to remove Salto Key access.
5.12
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k) Make any applicable entries in ELMS.

Responsibilities of the Presidentis Office

Tasks are written in sequence order; however, flexibility and judgment are required to suit the
situation.
5.22 Prepare and send a letter of condolence to the employee’s family.

5.23 Notify the Leadership Council of the employee’s death if required.
5.24 Notify AVP, College Relations.

Responsibilities of College Relations

Tasks are written in sequence order; however, flexibility and judgment are required to suit the
situation.
5.25 Flag lowering in accordance with the wishes of the next of kin.

5.26 Respond to any media enquiries.

5.27 Prepare and share information with all employees to explain why the flag has been lowered
and to provide in
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Death of an Employee — Activities Checklist
To be completed and coordinated by the applicable AVP or VP

Responsibilities of the Department Head:

Tasks are written in sequence order; however, flexibility and judgment are required to suit the situation.

Contact People Services to discuss who is the best person to contact next of kin, and to get
the contact information for the next of kin (if needed)

Department Head, or alternate, contact the employee’s next of kin to:

e Offer condolences

e Inform them that a People Services representative will contact them

e Ascertain their wishes for flag lowering and communication

e Arrange the return of employee’s personal possessions and any OC equipment

Notify the President’s office, the applicable Vice President

Inform employees who worked with the decease employee Advise employees that support
is available through Homewood Health 1 800 663 1142

Identify any other areas or departments that need to be notified and inform them of the
employee death

Contact People Services if group support, beyond individual counselling services is needed
and advise them when the next of kin has been contacted

If applicable notify students and contact Director of Student Services to arrange
counselling services

Notify IT of the employee’s death. Files required for short-term business continuity should
be considered as well as placing appropriate email responder. Approval and steps should
be in alignment to the Use of Information Technology resource policy and procedure

Notify security to remove Salto Key access

Notify College Relations of the next of kin’s wishes with respect to flag lowering and formal
communications

Check the employee’s workspace for any perishable items

Refer requests to create in memorial or honorific awards to Advancement / Okanagan
College Foundation

Responsibilities of People Services:

Tasks are written in sequence order; however, flexibility and judgment are required to suit the situation.

If necessary, notify the Department Head of the employees’ death

Notify the applicable Union Head

Arrange group counselling if required

Prepare a summary of the employee’s employment history for College Relations

Contact the employee’s next of kin to:

e Provide information on benefit continuation if applicable
e ldentify the beneficiary
e Provide information on life insurance
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