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I. PURPOSE AND SCOPE 
The death of a Student, Employee, Emerita/Emeritus, Scholar, or Fellow of the University 
represents a loss for the UCLA community as well as for the family and friends of the deceased.  
The purpose of this Policy is to outline the notification and reporting requirements to campus 
administrative and service departments in the event of a UCLA Death and to coordinate such 
actions expeditiously and sensitively.  
This Policy does not apply to the coordination of the immediate professional response actions of 
campus police, health care professionals, or other campus emergency response personnel in the 
event of a UCLA Death, or situations which may result in a death. 

II. DEFINITIONS 
Defined terms are capitalized throughout this Policy.  
For the purpose of this Policy and the subordinate procedures: 
Emeritus or Emerita refers to a retired member of the faculty or staff with formal emeriti 
status. 
Employee is anyone who at the time of death was receiving or was entitled to receive a 
University of California payroll disbursement check; was on a leave without pay employment 
status, including medical disability leave; active academic or non-academic career, contract, per 
diem, and limited staff (excluding Students); and may include certain medical trainees, clinical 
Fellows, or post-doctoral or visiting Scholars. 
Scholar or Fellow is an individual who is affiliated with the University as a post-doctoral 
Scholar, visiting Scholar, medical trainee, or clinical Fellow. A Scholar or Fellow may receive 
pay as an Employee or, in the case of medical residents, may be registered in a Student status. 
Other Scholars or Fellows may be appointed as non-student trainees/affiliates without salary, 
with fellowship stipend support, or with extramural support. 
Student is an individual for whom the University maintains student records, and who: 

• is enrolled in or registered with an academic program of the University; 
• has completed the immediately preceding term and is eligible for re-enrollment, including 

the recess periods between academic terms; or 
• is on an approved educational leave or other approved leave status, including under 

suspension, or is on filing-fee status (https://grad.ucla.edu/academics/graduate-study/filing-
fee-application/). 

UCLA Death refers to the death of a UCLA Student, Employee, Scholar, Fellow, or  Emeritus or 
Emerita. 

https://grad.ucla.edu/academics/graduate-study/filing-fee-application/
https://grad.ucla.edu/academics/graduate-study/filing-fee-application/
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UCLA Death Notice refers to the form and notification submitted to the UCLA Office of the 
Chancellor in the event of a UCLA Death. The UCLA Death Notice is a form of internal 
notification and is not a substitute for a medical death certificate that may be required for certain 
benefits processing purposes. 

III. POLICY STATEMENT 

The institutional response to a UCLA Death entails a series of administrative actions made to a 
number of campus units to settle accounts, resolve benefits issues, and close academic and 
personnel records in a timely manner. The notification required depends on the nature of the 
affiliation of the deceased. For the appropriate offices to be notified, notification responsibilities 
are coordinated as follows. 

                    A.  Notification & Reporting of a Death of a Student 
The notification and reporting requirements of the death of a Student are set forth in UCLA 
Procedure 160.2 : Student Death Response and Reporting.  
B.  Notifications & Reporting of a Death of an Employee or Emeritus/Emerita 
The notification and reporting requirements of the death of an Employee and Emeritus/Emerita are set 
forth in UCLA Procedure 160.1: Employee Death Reporting.  
C.  Notifications & Reporting of a Death of a Scholar or Fellow 

       The notification and reporting of a death of a Scholar or Fellow are as follows: 
• For post-doctoral Fellows and visiting Scholars (whether or not they are also Employees of 

the University), notification is to be made to the Dean’s Office of Graduate Education, which 
will coordinate all further notifications as may be required; 

• For medical residents and clinical Fellows (whether or not they are also Employees of the 
University), notification is to be made to the Dean’s Office of the David Geffen School 
of Medicine, which will coordinate all further notifications as may be required. 

IV. REFERENCES 

1. UCLA Procedure 160.2: Student Death Response and Reporting 
2. UCLA Procedure 160.1 : Employee Death Reporting  
3. UCLA Procedure 115.1 : Lowering of University Flag to Half-Mast (Upon Death 

of Employee or Elected Student Official)  
 

V. ATTACHMENTS 

A. UCLA Death Notice 
 

 
Issuing Officer 

 
 

/s/ Christine Lovely 
 

Vice Chancellor  and Chief People Officer 

 
Questions concerning this policy or procedure should be referred to 

the Responsible Department listed at the top of this document. 

 

https://www.adminpolicies.ucla.edu/APP/Number/160.2
https://www.adminpolicies.ucla.edu/APP/Number/160.2
https://www.adminpolicies.ucla.edu/APP/Number/160.1
https://www.adminpolicies.ucla.edu/APP/Number/160.2
https://www.adminpolicies.ucla.edu/APP/Number/160.1
https://www.adminpolicies.ucla.edu/APP/Number/115.1
https://www.adminpolicies.ucla.edu/APP/Number/115.1
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      Attachment A  

 

Death Notice  
UCLA Office of the Chancellor 

  
Deceased Age 

  
Department Title 

   
Date of Death Time of Death (if known) 

  
Cause of Death (if known) 

  
Date of Employment Started at UC Date Retired 

  
Name of Surviving Spouse, Next of Kin, or Close Personal Friend 

  
Address of Surviving Spouse, Next of Kin, or Close Personal Friend 

 
Dependent (if other than Surviving Spouse or Next of Kin) 

 
Address (if other than above) 

 
Informant - Department – Extension 

 
The University Flag (located at Pauley Pavilion) will be at half-mast on                 

The following offices have been notified by Email: 
♦ CCS 
♦ Releases@stratcomm.ucla.edu 
♦ Micah Jones, Facilities, Custodian of the Flag (micahjones@facnet.ucla.edu) 
♦ UCLA Directory Services (ucladir@it.ucla.edu) 

The following offices will receive copies of this notice: 
♦ Chancellor’s Communications Service, 3148 Murphy Hall, 140501 
♦ Media Relations, James West Center, 143107 (discontinue distributing hard copy, per department is notified by Email) 
♦ Payroll, 10920 Wilshire Blvd., 6th Floor, 141648 
♦ Academic Senate (faculty), 3125 Murphy Hall, 140801 
♦ Campus Benefits, Suite 200, 10920 Wilshire Blvd., 146548  
♦ Emeriti Center, 1116 Rolfe Hall, 143702 
♦ UCLA Healthcare Human Resources Office, UCLA Wilshire Center, Suite 400, 166446 
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