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1 Statement of Aims and Objectives 

 
1.1. In the unfortunate event of a colleague’s death, South East Coast 

Ambulance Service (the Trust) must sensitively and compassionately 
support colleagues whilst balancing the practical need for administrative 
and operational matters during a very difficult time for the colleague’s next 
of kin.  
 

1.2. This document aims to ensure that there is consistency in these 
challenging cases as well as support Line Managers with guidance and 
clear direction.  
 

1.3. Administrative requirements such as reports relating to work-related 
disease and accidents, or responsibilities regarding pension provision will 
be managed in a sensitive manner, so as to cause as little distress to the 
bereaved individuals involved as is practicable.   

2 Scope 

2.1. This procedure covers death in service which is defined as: 

• Death on duty  

• Death outside of working hours  
 

2.2. The procedure applies to all colleagues of the Trust but does not apply to: 
 

• Interim staff or Contractors  

• Agency staff  
 

2.3. Where the individual who has died is on secondment, every effort should 
be made to inform the partner organisation as soon as possible. Primacy 
for the associated administrative arrangements remains with the partner 
organisation although the Trust is committed to assisting and supporting 
in any way in which the Chief Executive feels appropriate. 
 

2.4. Where the individual who has died is an affiliate of the Trust such as a 
Student Paramedic, the Trust will contact the partner agency as soon as 
possible and work with them to ensure that all necessary arrangements 
are undertaken. 

 
2.5. Where the individual who has died is a Trust volunteer such as a 

Community First Responder, the relevant sections of this procedure will 
be applied. There is an acknowledgement that certain administrative 
processes such as pension applications etc. will not be applicable in 
these situations.  
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3 Responsibilities 

3.1  The following responsibilities should be used in conjunction with the 
immediate action check lists found in the Death in Service – Guidance for 
Leaders’ document (Appendix B).  

 
The Chief Executive Officer  
 
3.2 The Chief Executive will ensure that appropriate condolences are 

expressed at a senior level from the Trust to the next of kin and deceased 
colleague’s team. 

 
The Line Manager  
 
3.3 It is recognised that the Trust may become aware of the colleague’s death 

in several ways. The Line Manager should refer to the Death in Service – 
Guidance for Leaders document and follow the communication cascade 
checklist in the first instance.  

 
3.4  Respond appropriately to the requests of the deceased colleague’s next 

of kin.  
 
3.5  Arrange support for colleagues affected by the bereavement.  
 
3.6 Complete a Leavers Form. It is vital the words ‘Death in Service’ be 

written on the leavers form to prevent any unwanted communication with 
the deceased’s next of kin. This will also prevent an exit questionnaire 
being sent to the deceased’s address. 

 
Human Resources Department  
 
3.7 Support the deceased colleague’s Line Manager in the administrative 

processes.  
 
3.8 If the deceased colleague was a member of the NHS pension scheme, on 

receipt of the leavers form, the relevant HR Advisor will send any claim 
form to be completed so that pensions administration can be processed. 

 
3.9 Conduct an annual review of leavers forms to identify areas of good 

practice and for improvement regarding cases of death in service.  
 
Payroll Department  
 
3.10 To stop payment upon notification of a death in service until the correct 

monies owing can be calculated. 
 
3.11 Upon receipt of the details of the deceased colleague’s Executor, a 

calculation of any salary due will be made payable to the Executor of the 
estate (named person).  

Communications Team  
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3.12 The Communications Team and Head of Department will be responsible 

for cascading notification of a death in service to the wider Trust 
workforce in a sensitive manner.   

 
3.13 Where there is likely to be press interest in a death, the Communications 

Team and Head of Department will liaise to agree an appropriate strategy 
for dealing with media interest. 

 
Risk Team  
 
3.14 Where a death on duty has occurred the Head of Risk will be required to 

review the case and may need to inform the HSE (RIDDOR) and a 
decision will need to be made as to whether to declare a Serious Incident 
Requiring Investigation (SIRI). 

 

4 Death on Duty 

4.1  Where a colleague has died whilst at work for the Trust care must be 
taken to limit the information cascade prior to the next of kin being 
informed.  

 
4.2 The Tactical Commander must work with the relevant Police or other 

authority to ensure next of kin are notified as soon as possible, ideally 
face-to-face. It may be appropriate for this action to be delegated to the 
deceased colleague’s Line Manager or other appropriate person. 

 
4.3  In addition to normal reporting, all incidents of death on duty should be 

recorded by completion of a DIF1 on the Datix system. This should be 
sensitively handled, and consideration should be given to restricting 
access to this report. 

 
4.4  Early escalation to the Communications Team should be prioritised as 

incidents of this nature may generate significant media interest. 
 
4.5 If the death results in a criminal or forensic investigation, the Trust will 

fully support the investigating agency.  
 

5 Audit and Review 

 
5.1. All procedures have their effectiveness audited by the responsible 

Management Group at regular intervals, and initially six months after a 
new policy is approved and disseminated. 

5.2. Effectiveness will be reviewed using the tools set out in the Trust’s Policy 
and Procedure for the Development and Management of Trust Policies 
and Procedures (also known as the Policy on Policies). 
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5.3. This document will be reviewed in its entirety every three years or sooner 
if new legislation, codes of practice or national standards are introduced, 
or if feedback from colleagues indicates that the policy is not working 
effectively. 

5.4. All changes made to this procedure will go through the governance route 
for development and approval as set out in the Policy on Policies. 

5.5. The HR Department will review all leavers forms every 12 months in order 
to identify episodes of death in service and review in order to identify any 
areas of good practice or areas for improvement. 

6 Financial Checkpoint 

7.1   To ensure that any financial implications of changes in policy or 
procedure are considered in advance of document approval, document 
authors are required to seek approval from the Finance Team before 
submitting their document for final approval. 

 
7.2.  This document has been confirmed by Finance to have no unbudgeted 

financial implications. 

7 Equality Analysis 

7.1. The Trust believes in fairness and equality, and values diversity in its role 
as both a provider of services and as an employer. The Trust aims to 
provide accessible services that respect the needs of each individual and 
exclude no-one. It is committed to comply with the Human Rights Act and 
to meeting the Equality Act 2010, which identifies the following nine 
protected characteristics: Age, Disability, Race, Religion and Belief, 
Gender Reassignment, Sexual Orientation, Sex, Marriage and Civil 
Partnership and Pregnancy and Maternity.   

7.2. Compliance with the Public Sector Equality Duty: If a contractor carries 
out functions of a public nature then for the duration of the contract, the 
contractor or supplier would itself be considered a public authority and 
have the duty to comply with the equalities duties when carrying out those 
functions. 
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9      Appendix A 

 

 

Appendix B  

 

Death in Service 

Guidance for Leaders V2.pdf 
 
Please see below for Death in Service Document.   
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