Procedure in the Event of an Ākonga Death

In the case of any ākonga death, Otago Polytechnic will follow the guidance of NZ Police and will maintain privacy of ākonga until such time as the NZ Police have confirmed that next of kin have been notified. 

1. Notification 

1.1. Ākonga Death Critical Incident (ADCI) on an Otago Polytechnic campus: (including ākonga accommodation) and/or and ākonga death whilst participating in learning under the supervision of Otago Polytechnic kaimahi. 

a.  Take immediate steps to preserve the scene  
b. Contact the DED: Learner Experience and Partnerships immediately (if unavailable contact the DED: People and Safety) providing details of location and name of ākonga 
c. The DED: Learner Experience and Partnerships (or if unavailable the DED: People and Safety) will immediately contact the Proctor (Otago University liaison with NZ Police) to advise of the ĀDCI.

1.2. Ākonga Death Critical Incident not on an Otago Polytechnic campus: notified for example by the NZ Police, University of Otago Proctor’s office, whānau, friends, flat-mates, social media. 
1.3. Any kaimahi who receives notification of ākonga death should inform their Formal Leader as quickly as possible via phone call, and back up with email.  
 a) Formal Leader informs the DED: Learner Experience and Partnerships (or unavailable the DED: People and Safety) who immediately on receipt of notification: 
i. Requests the stand-up of the ACIMT 
ii. Gathers ākonga details from Student Management System (SMS) including ākonga ethnicity, current ākonga address, relevant programme of study and next-of-kin 
iii. Contacts the Proctor (Otago Polytechnic liaison with NZ Police) to confirm the ākonga death 
iv. Notifies the Otago Polytechnic Director: Student Accommodation if ākonga is a resident, who will follow their escalation procedure. 

2. Ākonga Critical Incident Management Team Meetings 

2.1. The DED: People and Safety (or delegate) convenes the ĀCIMT meeting as soon as possible (but within twenty-four (24) hours of having been advised of ākonga death). The ĀCIMT will be made up as follows (attendance mandatory or send delegate): 
  DED: People and Safety (Chair) 
· DED: Learner Experience and Partnerships  
· DED: Operations  
· Director: Health and Safety  
· Communications Lead 
· Administrative Support (EA) 
· DED: Academic Delivery or DED: Industry Training and Innovation (depending on ākonga enrolment) 
· Relevant Head of College and Head of School 
· Director: Marketing, Communications and Engagement 
· Director: Learner Success 
· OPSA Student President (or their nominee) 
· University of Otago Proctor 
· Te Kaihāpai 
 
2.2. The following will be co-opted to the ĀCIMT as required:  
· Tumuaki: TPŌ – for Māori ākonga  
· Director: International - for International ākonga 
· Director: Pasifika Achievement – for Pasifika ākonga   
· Director: Student Accommodation – for ākonga resident 
 
2.3. Initial Meeting  
2.3.1.  Agenda and Actions for initial meeting: 
a. Confirm if there is an NZ Police investigation underway (if relevant).  
b. Confirm if the NZ Police have informed the next of kin.  
c. Confirm the DED: Learner Experience and Partnerships (or their delegate) as the ĀDI Lead (ADIL)  
d. Confirm the following ākonga information:  
i. ākonga next-of-kin details 
ii. ākonga ethnicity (Māori, Pasifika, International, domestic) 
iii. ākonga visa status (if appliable) 
iv. programme of study and year of study 
v. delivery modality (on campus, distance, blended)  
vi. living arrangements if known for example flatting, halls of residence: 
· If ĀDCI occurred in Otago Polytechnic accommodation refer to section 1.3.(a)  
· If ākonga is in a flat, the University of Otago Proctor and Otago Polytechnic Chaplain/Māori Chaplain can be involved in providing support. Need to determine who will notify the landlord and ensure ākonga room locked (if not being handled by NZ Police). 
· If ākonga at University of Otago halls of residence, the University of Otago Proctor and Otago Polytechnic Chaplain/Māori Chaplain can be involved in providing support. 
· if ākonga is International, Director: International advises Immigration New Zealand of ĀDCI. 
e. Identify who will be Ākonga Whānau Lead (ĀWL) e.g. Head of College, Tumuaki TPŌ, Director: Pasifika Achievement.  The ĀWL will not contact whānau until Otago Polytechnic is advised by NZ Police. 
      f. Set up schedules for further meetings.  
2.3.2. Media requests and communications: only the Director: Marketing, Communications and Engagement or delegate will respond to requests for information from the media or other parties.  

2.4. Following the initial meeting the ADIL will: 
a. Log a Service Case for Academic Registry Team Leader advising of the death of ākonga, including date of death, providing a copy of or hyperlink to death notice or equivalent (if available) requesting ākonga SMS record to be updated by completing the Date of Death field, and termination of enrolment.  
b. Back up the Service Case with an email to the Academic Registry Team Leader.  
c. Contact affected kaimahi to advise of ākonga passing including details of communication and support plans put in place for themselves and ākonga peer cohort. 
d. Notify OPSA by email to enable them to update information at OPSASupport@op.ac.nz 
e. Contact ākonga peer cohort to advise of ākonga passing including details of support available. 
f. Request information/details from programme of study/course kaimahi re ākonga engagement in 
g. Work-placement / clinical placement or equivalent (if applicable) 
h. Otago Polytechnic committees ie: student representative, OPSA Executive (if applicable), PEAC 
i. Determine the status of any assessments submitted by ākonga yet to be marked or ratified. 
j. Ensure all ākonga results pending are urgently ratified (may require a special meeting). 
k. Ensure all results are loaded into ākonga SMS record (as per programme of study/school process). 
l. Consult Deputy Executive Director: Academic Delivery and Director: Academic Excellence regarding withdrawal, +/- compassionate consideration application, +/- refund and for which courses (if applicable).   
m. Determine eligibility for posthumous award. Ākonga must pass 75% of all courses enrolled in to complete a programme of study and be awarded a posthumous award. Ākonga does not need to be enrolled in courses to receive a posthumous award. Refer to Appendix 2. Ākonga Death Posthumous Award Process. 
n. Advise the work-placement / clinical placement or equivalent supervisor of ākonga death (minimal details provided) telephone initially, followed up by email (if applicable). 
o. Advise Otago Polytechnic Committee Chair/s of ākonga death (minimal details provided). 
p. Request that College / School Moodle Champion remove ākonga from all Moodle shells or equivalent. 
q. Log a Service Case with Academic Registry communicating outcomes of compassionate consideration, withdrawal, graduation, transcript production, award. 
r. Log a Service Case with Marketing, Engagement and Communications to review the website, or print material for any images or content relating to ākonga.  

2.5. Follow-up Meetings 
2.5.1. The Chair of the ĀCIMT in collaboration with the DED: Learner Experience and Partnerships will schedule further meetings to: 
a. Establish next steps for communicating with whānau (AWL) 
b. Identify affected kaimahi and ākonga in same programme/s  
c. Determine communication plan for effected kaimahi and ākonga 
d. Determine organisational communication plan 
e. Determine cultural requirements e.g. blessing or cleansing of facility/rooms/building 
f. Determine support needs for whānau, ākonga and kaimahi e.g. access to the Chaplain, counselling, Employee Assistance Programme (EAP) 
 
3. Follow-up Actions 

3.1. The following steps should occur within the first forty-eight (48) hours of notification of the ĀDCI. At this stage, the ĀDCI should still be treated as confidential. 

3.1.2. Academic Registry 
a. Within one (1) working day of receiving the Service Case  
· Save notification from Head of College or equivalent in ākonga SMS records 
· Advise Head of School when completed. 

3.1.3. International ākonga ONLY: 
a) Source ākonga insurance company details from International Coordinator Academic Registry  
b) Notify each of the following of ākonga death and termination of their enrolment and to commence repatriation: 
· Ākonga insurance company 
· Immigration New Zealand 
· Consulate/Embassy 
· Ministry of Health (Ministry of Health NZ) 
· Ministry of Foreign Affairs and Trade Home | New Zealand Ministry of Foreign Affairs and Trade 
· World Health Organisation (World Health Organization (WHO) 
· NZQA Code of Practice contact 0800 697 296 
· Education agent 
 c) Advise each of the following when all the above actions have been completed 
· Academic Registry International Coordinator  
· Head of College or delegate 
· Director: Learner Services 
· Director: International  
· College Operations Coordinator.  
3.1.4. For all Ākonga (International and Domestic) 
a. Advise NZQA of ākonga death  
b. Advise Otago Polytechnic ĀWL on the outcome of compassionate consideration, graduation dates (if applicable) 
c. Process withdrawal, compassionate consideration outcome, +/- refund any fees (if applicable) 
d. Finalise results, printing of transcript and printing of qualification certificate (if applicable) 
e. Confirm next-of-kin contact details for posting academic transcripts and any other documents. 
f. Determine if transcripts etc. will be posted or provided to whānau via an alternative option  
g. Follow the Ākonga Death Posthumous Award procedure (if applicable) (refer to Appendix 2.). 
 3.1.5. Graduation Team (where applicable) 
a. Liaise with Academic Registry, Head of College, Head of School, ĀWL, Director: Academic Excellence. 
b. Follow the Ākonga Death Posthumous Award procedure (refer to Appendix 2.) 
3.1.6. Marketing, Engagement and Communications  
a) Determine if any information or images relating to ākonga are published on the website. In consultation with ĀWL, confirm whether whānau would like this content removed or are happy it remains on the website. 
· Advise ĀWL of any images/information on website relating to ākonga. 
· Establish through ĀWL if whānau wish this/these to be deleted or agree to retain 
· Send condolences to whānau on behalf of Chief Executive. 
3.1.7. Kaitohutohu Office (KTO) where applicable) 
a. Arrange for blessing – contact Māori Chaplain to conduct this process 
b. Arrange cleansing facility/room/buildings  
c. Liaise with mana whenua (if applicable). 
 3.1.8. Moodle Champion 
a. Removes ākonga access and enrolment details from Moodle or equivalent Learning Management System/s. 
b. Advises the Head of School when completed. 
 3.1.9. Director - Academic Excellence 
a. Liaises with the Proctor to determine status of ākonga death.  
b. Liaises with Head of College and Head of School to determine eligibility for posthumous award. 

4. Closure of an Ākonga Death Critical Incident 

4.1. ADIL will arrange a debrief session with kaimahi and affected ākonga to ensure appropriate wellbeing needs are meet and support in place. 
4.2. After each ĀDCI, the ĀCIMT and key stakeholders will review the process to identify gaps and agree on improvements.  
4.3. Agreed opportunities for improvement are documented and forwarded to the DED: Learner Experience and Partnerships, and the Director: Health and Safety for implementation (which may include updating relevant policies and procedures).  
 
5. Roles and Responsibilities  

5.1. Administration Support: Records all actions from meetings and completes Ākonga Death Timeline 
a. Arrange meetings and send meeting appointments. 
b. Provides all administrative support for ĀCIMT and operational meetings 
c. Documents all discussions, actions and outcomes of meetings 
d. Undertakes any tasks requested by ĀDIL or ĀCIMT Chair 
e. Provides administrative support for ĀCIMT 
f. Sets up sub-folder titled “ākonga name and Year – example “John Rahm 2025” in Emergency Management Teams site and saves all documentation to this folder 
g. ĀDI timeline document to be downloaded to record all interactions from notification to closure. (Refer to Appendix 2. Ākonga Death Incident Timeline and Recording Document Template) 	 
h. Books rooms, and sends communications (as applicable) 
 
5.2. ĀWL 
a. Supports ākonga whānau throughout the process  
b. Keeps whānau updated on status of withdrawal, refunds, compassionate consideration  
c. Advises whānau if ākonga is eligible for posthumous award (confirm with Director:  Academic Excellence) 
d. Confirms if whānau would like an Otago Polytechnic representative at the funeral/tangi 
e. Establishes if whānau wants promotional content featuring ākonga to be deleted or retained 
f. Advises the Head of School of the outcome/s of the discussions above and implements follow-up actions.
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