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Death in Service

1.0 
Introduction

1.1 
In the event of the death of a sportscotland employee all efforts will be made to ensure that the next of kin are dealt with sensitively and with consideration of the circumstances of the death.  

1.2
The aim of all sportscotland’s dealings in the immediate aftermath of an employee’s death is to provide the best possible care for the family.
2.0 
Scope of Policy 

2.1
sportscotland’s policy is to ensure that:


· the family receive all reasonable help from sportscotland
· cultural, faith and/or nationality considerations are managed sensitively

· ensure appropriate and accurate communication relating to the death in service
· additional distress to the family and friends is minimised throughout the application of this policy.
2.2 
This policy applies to all sportscotland employees.

3.0 
Guidelines / Procedure

3.1
These guidelines set out the procedure to be followed in the event of a death in service of a sportscotland employee.  It will ensure that such an event is handled sensitively and compassionately.

3.2
This procedure is triggered by the sudden death of a sportscotland employee.  It should be used in the case of deaths that occur both at work or outside work.  This procedure is complete when all relevant parties have been notified of the event, all HR records have been updated and the employee’s file has been closed.

3.3 In the event of the death of an employee it is important that all appropriate employees are informed.  Once sportscotland have been advised of the death it is the responsibility of Human Resources to co-ordinate the dissemination of information.  Therefore, whoever receives the information should immediately contact their HR Business Partner.  It is essential that information is cascaded sensitively in order to alleviate any further distress to relatives and colleagues.
3.4 
The Line Manager must follow the Health & Safety procedure for the Group Significant Incidents (GSI), and:
· notify their HR Business Partner R HRBusinesskfl that an employee has died whilst employed by sportscotland
· the HR Business Partner will complete the Death in Service checklist.  See Appendix 1
· liaise with the HR Business Partner of the employee’s next of kin details including name and address if the information is not already held within HR
· in all cases of death in service the Line Manager must notify the HR Business Partner and agree actions with them due to the sensitive nature of the situation
· ensure that the employee’s immediate colleagues are informed of the death
· liaise with the HR Business Partner prior to communicating any news of a death of an employee to agree approach and necessary actions
· agree with the HR Business Partner any additional requirements that may be necessary e.g. support/counselling for bereaved employees
· notify immediate work colleagues and ideally this would be a face to face communication
· ensure relevant support is available for bereaved employees via HR and the Employee Assistance Programme.
3.5
The Line Manager, in conjunction with the HR Business Partner, should also undertake the following activities:

· send a letter of condolence the deceased’s next of kin.  See Appendix 2 for template letter
· if appropriate, ascertain details regarding the funeral arrangements (including date and location) and establish whether appropriate for sportscotland representatives and colleagues to attend

· organise a funeral tribute e.g. floral or donation (if appropriate)
· visit the family/next of kin (if appropriate)
3.6
Relevant parties to be notified will include:

· CEO/Director(s)

· Heads of Service
· Payroll

· Communications – in the event that death was of a senior employee or an employee that died in unusual circumstances and may attract media coverage

3.7

The Line Manager must complete the Notification of Leavers Form so that the appropriate actions can be taken to calculate final pay and benefits, notify pensions and close all employee records within HR.  See Appendix 3.
· obtain the Notification of Leavers Form from the HR Toolkit on the Intranet 

· complete the relevant sections and indicate the reason for leaving as death in service

· ensure all sections are complete

· sign off the form and return to HR

3.8
The retrieval of sportscotland assets needs to be managed sensitively.  The Line Manager should liaise with the HR Business Partner to agree the most appropriate course of action.  It may be more appropriate to arrange for the collection of these assets at a later date.

When all assets have been retrieved, forward the Asset Checklist to HR to ensure the employee file can be updated. See Appendix 4.
Record Keeping 
3.9 
sportscotland will keep a record of any paperwork associated with the Death in Service of an employee.

3.10
These records will be treated as confidential and kept in accordance with the Data Protection Act 1998. 
Responsibilities
3.10
Line Managers in conjunction with HR have the overall responsibility of implementing this policy when appropriate.
3.11 
HR will monitor the implementation of this policy and will provide professional advice and support to employees and Line Managers on policy and procedure.

4.0 Compliance
4.1 
Employees who do not support this policy and procedure may be subject to disciplinary action.

4.2
Compliance with this policy will be monitored by the Senior Management Team.

5.1
Appendix 1 - Death in Service Checklist
	First Name:

	Surname:
	Employee Number:
	Department:

	
	
	
	

	
	
	
	


	Date Notified of Death
	

	Date of Death
	

	Notify CEO / Chair / Director / Head of 
	

	In Pension Scheme
	

	Name of Pension Provider
	

	Pension Provider Notified
	

	Pension Nomination Form (Y/N)
	

	Complete S8 – Notification of Death form
	

	Forward S8 to Widow/Family to complete
	

	Certificates requested (originals or signed copies
	

	Death Certificate
	

	Marriage Certificate (where applicable)
	

	Birth Certificates – spouse, partner, children
	

	S8 returned with Certificates
	

	S8 passed to Payroll to complete
	

	Flowers sent to Widow/Family
	

	Employee Assistance Details to Staff
	

	Outstanding Annual Leave
	

	Make Leaver on System
	

	Write to Widow / Family
	

	S8 & Certificates forwarded to Pension Provider
	


5.2
Appendix 2 – Letter of Condolence 
Private & Confidential 

Name

Address

Date

Dear 
I am writing, both personally and on behalf of sportscotland, to express my sincere condolences to you on the death of XX.

XX was a very valued member of this organisation.  He/she was a hard working and well-respected employee. XX will be greatly missed by us all.

[Here it might be appropriate to mention a particular memory, such as a project that the employee worked on particularly successfully, a team that the employee was part of or something similar.]

If there is any way in which sportscotland can help you at this most difficult time, please do not hesitate to contact me.  If I am unable to answer your questions myself, please be assured that I will contact the appropriate people for you.

I wanted to take this opportunity to advise that a final wage payment will be processed on XXX for the amount of XXX.  
Finally, I just wanted to let you know that I was thinking of you at this very sad time and that if there is any practical way I can help, please just contact me.

Yours sincerely
Line Manager

5.3
Appendix 1 – Notification of Leaver Form 


EMPLOYEE NO:         

	FIRST NAME:

	LAST NAME:
	DEPARTMENT:

	
	
	

	JOB FAMILY:
	

	LAST DAY OF SERVICE (PAYROLL):
	

	LAST WORKING DAY:
	

	OUTSTANDING DAYS HOLIDAY (+/-) 
	

	REASON FOR LEAVING: RESIGNATION (delete as appropriate) 

	 FORMCHECKBOX 

Better Salary

 FORMCHECKBOX 

No Reason Given
 FORMCHECKBOX 

Travel
 FORMCHECKBOX 

Career Change
 FORMCHECKBOX 

Personal Circumstances
 FORMCHECKBOX 

Working Conditions
 FORMCHECKBOX 

Career Development
 FORMCHECKBOX 

Relocation
 FORMCHECKBOX 

Other: __________________

 FORMCHECKBOX 

Full-time Study
 FORMCHECKBOX 

Retirement


	REASON FOR LEAVING: COMPULSORY  (delete as appropriate)

	 FORMCHECKBOX 

Dismissal - Absence

 FORMCHECKBOX 

Dismissal - Disciplinary

 FORMCHECKBOX 

Other: __________________

 FORMCHECKBOX 

Dismissal - Capability

 FORMCHECKBOX 

Redundancy


	REASON FOR LEAVING: OTHER (delete as appropriate)

	 FORMCHECKBOX 

Compromise Agreement

 FORMCHECKBOX 

Deceased
 FORMCHECKBOX 

Not Returning Post Maternity Leave
 FORMCHECKBOX 

Contract Ended

 FORMCHECKBOX 

Ill-Health Retirement
 FORMCHECKBOX 

Other: __________________



	Does Email Mailbox Need To Be Retained?
	Yes   FORMCHECKBOX 
             No  FORMCHECKBOX 


	If yes, please specify how many months for?
	1   FORMCHECKBOX 
      3   FORMCHECKBOX 
       6   FORMCHECKBOX 
      Other   FORMCHECKBOX 


	Does Mailbox Need Redirecting? (Please specify)
	Yes   FORMCHECKBOX 
             No  FORMCHECKBOX 

____________________________

	Resignation letter attached? [This must be attached before HR will process the leaver. If the letter is not attached please detail why]
	Yes   FORMCHECKBOX 
             No  FORMCHECKBOX 

If No, ……………………………

	EXIT INTERVIEW SCHEDULED DATE:
	

	AUTHORISATION
	NAME
	SIGNATURE
	DATE

	LINE MANAGER:
	
	
	


	HR USE ONLY:

	LAST DAY OF SERVICE:
	

	ACCRUED A/L CONFIRMED BY HR:
	

	OUTSTANDING DAYS HOLIDAY (+/-)
	

	REDUNDANCY PAYMENT (if applicable)
	

	Any Compromise Agreements?
	Yes   FORMCHECKBOX 
             No  FORMCHECKBOX 


	Any Learning Agreement?
	Yes   FORMCHECKBOX 
             No  FORMCHECKBOX 


	Outstanding Amount (if applicable)
	

	Any Loan Agreement?
	Yes   FORMCHECKBOX 
             No  FORMCHECKBOX 


	Outstanding Amount (if applicable)
	

	GARDEN LEAVE [if applicable]
	Start Date:
	
	End Date:
	


HR Administrator:

R administ5rati
	Received by:
	Date:

	Actioned by:
	Date:


HR Business Partner
	Received by:
	Date:

	Authorised by:
	Date:


PAYROLL USE ONLY
	AUTHORISED BY
	DATE

	Payroll:
	


5.4
Appendix 4 – Asset Checklist
	NAME:
	

	EMPLOYEE NUMBER:
	

	DEPARTMENT:
	

	DATE OF LEAVING:
	


	ITEM:
	DETAILS
	DATE RETURNED:
	ACTION TAKEN:

e.g. Returned to IT; Re-Allocated to x

	IT Equipment (Check Asset List with IT Helpdesk)

	Laptop 
	
	
	

	PC/Laptop – remote worker
	
	
	

	Mobile phone / Blackberry
	
	
	

	Other


	
	
	

	Car 

	Lease Car
	
	
	

	Car keys and spares
	
	
	

	Driver’s handbook
	
	
	

	Service record
	
	
	

	Hands-Free Kit
	
	
	

	Other
	
	
	

	Location Specific

	Office / works keys
	
	
	

	Uniform / Protective Clothing
	
	
	

	Name badges
	
	
	

	Business cards
	
	
	

	Other
	
	
	

	Miscellaneous

	Company loan 
	
	
	

	Company credit cards
	
	
	

	Repayment of outstanding training costs
	
	
	


	Name (Line Manager):


	
	Job Title:
	

	Signature:


	
	Date:
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