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In the event of a death of a currently enrolled IUP student, the university community must respond thoroughly and with compassion. This document exists to assist university personnel who gain first knowledge of the death of a student by providing guidelines for responding when such situations occur.  Additionally, it serves as a guide for those who, by title or responsibility, must take action to notate records, end mailings, generate refunds, or notify the university community about the death.  Finally, this document exists to eliminate confusion and duplication of effort within the university.

These procedures are designed to ease the administrative burden of university offices and address the needs of the student and his/her family in a timely manner.

Procedures for Responding to a Student Death
I. In all cases, when a member of the university community learns of a student's death, s/he should contact the Office of the Vice President for Student Affairs by telephone (724-357-4040).
II. The Office of the Vice President for Student Affairs will communicate the personally identifiable information (as available), using the form developed for this purpose, to those indicated on the form (see attached).

III. The Vice President for Student Affairs (or designee) will call the family to express condolences on behalf of the university as soon as possible after law enforcement agency representatives officially notify the family.  The Vice President of Student Affairs (or designee) will communicate with other university offices to ensure that a university representative will attend the funeral viewing/service as feasible.  
IV. The Director, Media and Community Relations, in the Office of Public Relations (7-2302), will work with appropriate department(s) to prepare a notice to the Council of Trustees and Chancellor’s Office, a news release, and work with media, including inquiring about funeral arrangements with the hometown newspaper when necessary.
V. Once the communique is sent to the IUP community from the President, the Associate Registrar for Student Records             (7-4820), sends a campus-wide email (including Deans, Associate Deans, Vice Presidents, Student Affairs division directors, faculty members whose courses the student was enrolled, and others) to announce that the student is deceased and that no other mailings should be sent to the family of the student.  The Associate Registrar for Student Records will also update SPAPERS in Banner to code the student’s record to indicate that the student is deceased and to note the date of death. The word “deceased” will appear at the top of all Banner forms indicating student is deceased. The Registrar will include in e-mail distribution list to which official notification of student death e-mail is sent, each of the faculty members whose courses the student who has died was enrolled.
VI. The Dean and/or Associate Dean of the College in which the student was enrolled, will notify the student's academic advisor.  If appropriate, the advisor will be requested to ensure that the student's file is in order.   It should then be deactivated, destroyed, or placed in a special file, as deemed appropriate.
VII. The Office of the Bursar (7-2207) and the Bursar, will determine if the family will receive a refund check.  [Note:  Tuition fees are totally refunded anytime during the semester in which the student is enrolled.  However, the processing of a tuition refund check will not apply in all cases, as the families of some students receiving financial aid (in the form of a scholarship or a loan) may not be entitled to a refund. 
If it is determined that a refund check is in order, the check and letter will be forwarded, by either one of the following two depending on the circumstances.  The Office of the Bursar will confirm which option will be implemented after consultation with the Vice President for Student Affairs.
1. The Bursar’s Office.  The letter should clearly state that the registration for the stated semester has been retroactively absolved, and any registration-related matters for the next semester (if the student is already registered) will be handled internally by the Office of the Registrar. 
2. The Dean of the student’s academic college.  The Dean will mail the check and a letter of condolence to the family.
VIII. The Advising and Testing Center will initiate an Undergraduate Total University Withdrawal for the semester (this process does not require a student signature).
IX. The President will then send a letter of condolence to the parents.  
X. The Office of the Vice President for Students Affairs will work with the University Libraries to purchase a book in memory of the deceased student.  When the book is available, the Office of the Vice President for Student Affairs will copy the book jacket, along with the name plate, and include this information in a letter to the family.
XI. The Provost will solicit the College recommendation regarding the recording of posthumous grades and/or degree conferral.  Regarding posthumous degree conferral, the Provost will seek the President’s approval and coordinate with the Commencement Committee regarding publication of the posthumous degree and appropriate recognition at a commencement in the near future.
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