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1. Purpose 

a. These procedures provide a framework for managing personal and work-related material and access 
following the death of a staff member or student, or during a sudden, extended staff absence. 

b. The Vice-President (Corporate Services) and the relevant Vice-President and Executive Dean or 
Portfolio Head may, on a case-by-case basis, adopt an alternative approach to manage a particular 
situation if the need arises. 

2. Procedures for deceased staff and students 

a. Where an officer of the University receives advice that a staff member or student has died, they must 
notify the Vice-President (Corporate Services), who will in turn initiate the following procedures. 

b. Where advice regarding the death of a staff member or student originates from a member of the public, 
including next of kin, the Vice-President (Corporate Services) will verify the individual’s identity and 
authority as someone with whom the University may appropriately engage and to whom information or 
material concerning the deceased may be released. 

c. If Alumni Relations (or the area receiving the advice) are notified of the death of a graduand or 
alumnus, they must inform the Vice-President (Corporate Services) and Student Experience and 
Management. 

2.1. Procedures for deceased staff 

Supervisor a. Coordinate with IDS to deactivate access to the University’s digital 
environment and/or digital assets, and manage any required updates to 
University web pages. 

b. Review the staff member’s work-related emails and files, and forward 
relevant material to appropriate University officers, as required. 

c. Coordinate with the Vice-President and Executive Dean or Portfolio Head 
to arrange recovery of any work-related material from the deceased 
person’s home office or computer, ensuring sensitivity towards the next of 
kin. 

d. If the staff member created any material or intellectual property that may 
be of commercial value, or is otherwise confidential or sensitive in nature, 
notify the Vice-President and Executive Dean and the Deputy Vice-
Chancellor (Research), and secure the material pending advice on its 
handling. 

e. Notify the Vice-President and Executive Dean or Portfolio Head of any 
personal effects belonging to the staff member and secure them until 
instructions are provided on their handling. 
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f. Notify the relevant People and Culture Business Partner in writing of the 
staff member’s name and the date their pay is to cease. 

Vice-President and 
Executive Dean or 
Portfolio Head or 
nominee 

g. Coordinate with the Vice-President (Corporate Services) and People and 
Culture to make any necessary arrangements with the next of kin. 

h. Consult with the Deputy Vice-Chancellor (Research) to arrange 
appropriate handling of any intellectual property or research material 
created by the staff member. 

Information and Digital 
Services 

i. At the direction of the supervisor: 

i. redirect the staff member's emails to the supervisor 

ii. deactivate the staff member’s access to the University’s digital 
environment and/or digital assets. 

People and Culture j. Stop the staff member's pay at the advised date. 

k. Await instructions from the staff member's estate regarding their 
outstanding entitlements. 

l. Advise Campus Security. 

Campus Security m. Cancel the staff member’s access card. 

 

2.2. Procedures for deceased students 

Vice-President and 
Executive Dean or 
nominee 

a. If applicable, review the student’s files and recover any work-related 
material from personal and study-related material. 

b. If the student created any material or intellectual property that is 
confidential or sensitive in nature, notify the Deputy Vice-Chancellor 
(Research) and secure the material, pending advice on its handling. 

c. Coordinate with Student Administration Services and Information and 
Digital Services to ensure all required administrative actions are 
completed. 

Student Administration 
Services 

d. Manage updates to the student system and ensure any other required 
administrative actions are completed. 

Information and Digital 
Services 

e. Deactivate the student’s access to the University’s digital environment 
and/or digital assets, and ensure any other required administrative 
actions are completed. 

 

3. Sudden and extended staff absences 

In the event a staff member is unexpectedly absent for a significant period, e.g. through accident or illness, 
the staff member’s supervisor will: 

a. inform People and Culture Business Partner 

b. request IDS place an appropriate out-of-office message on the staff member’s email. 
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* Unless otherwise indicated, this policy or procedures still apply beyond the review date. 
 

Printed versions of this document are not controlled. Please refer to the Flinders Policy Library for the latest version. 
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