Ākonga Death Posthumous Awards Process

PHASE 1: As soon as possible after notification of ākonga death  
Head of School checks that any outstanding results have been entered and released  
· Head of School logs a Service Care with Academic Registry to notify ākonga death. 
· Academic Registry extracts ākonga details and ākonga Record of Learning and sends documents to Director: Academic Excellence and Head of School 
 
PHASE 2: Period leading up to graduation ceremony 
· Director: Academic Excellence with Head of School confirms eligibility to graduate with posthumous award and notifies Academic Registry and Graduation Coordinator 
· Director: Academic Excellence requests that posthumous awards are added to Academic Committee agenda for noting 
· Academic Registry set deceased ākonga as eligible on graduation list  
· Head of School contacts next-of-kin to ask if they would like the deceased ākonga to receive a posthumous award 
· Head of School confirms that next-of-kin is key whānau contact for further communication  
· Head of School notifies Graduation team, Academic Registry and Director: Academic Excellence of whānau decision 
· Academic Registry logs a job with SMS to have qualification award line added  
· Academic Registry arranges for printing of certificate  
· Head of School confirms with key whānau contact whether they would like Certificate posted or presented at a Pregraduation event  
· Director: Academic Excellence, or delegate sends template letter sent to whānau to confirm all graduation parade and ceremony details including names of those attending graduation and the whānau representative who will come up on stage when their loved one’s name is read out   
· Graduation coordinator sends any graduation updates to the identified whānau representative as required  
· Graduation coordinator ensures that name of deceased ākonga, followed by posthumous in brackets, published in Otago Daily Times (ODT) and on graduation list (Graduation team) 
· Graduation Coordinator identifies helper to meet and look after whānau at graduation ceremony 
· Graduation Coordinator ensures that seating is reserved for whānau  
· Head of College works with Head of School to prepare wording to be read out at graduation ceremony (template provided). 
 
PHASE 3: Programme Pre-graduation Event 
Head of School 
· Arranges identifies kaimahi (helper) to support whānau at pre-graduation event 
or delegate sends invite to whānau to attend pre-graduation, including name of helper allocated to whānau or delegate checks whether whānau wish to speak at event. 
· Reads out acknowledgement of deceased ākonga at pre-graduation event 
· Invites whānau representative invited to come forward and receive certificate (if appropriate) and to respond (if appropriate). 
 
PHASE 4: Graduation Day 
· Helper meets whānau at pre-designated time and location and takes them to meet Graduation Master of Ceremonies (MC) and Head of School to confirm details for ceremony including whānau representative is still wanting to come on stage  
· Helper shows whānau to allocated seating 
· Helper assists whānau representative to line up at the correct time if they have chosen to walk across the stage 
· MC introduces Head of College at appropriate time during ceremony 
· Head of College reads out acknowledgement of deceased ākonga at the start of the awards section for their college.   
 
Sample wording:  
 “We are saddened to share the passing of (name of ākonga) in the College of (name of college). We acknowledge their achievement by awarding them the (name of qualification). I’d like to invite (name of whānau representative) to come on stage to receive an acknowledgement from Otago Polytechnic. Can I ask you all to share in celebrating (name of ākonga) achievement.” 
 
· A form of acknowledgement presented to whānau by representative of Otago Polytechnic (Head of College/Chief Executive/Member of Council). 
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