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This checklist covers all the things you’ll need to do in the unfortunate event of the death of a colleague in your team.  If you need any advice about any aspect of the Death in Service process, contact ER Services. 

	Action
	Tick when completed

	Inform other members of the team
	

	Contact HR Services to let them know about the colleague’s death
	

	Inform senior managers within your business – template letter DIS2
	

	Send letter of condolence to the family – template letter DIS3
	

	If colleague as result of an accident - contact Insurance Services for more information, insuranceservices@coop.co.uk.
	

	Contact family to arrange time to meet, then write to confirm – template letter DIS8
	

	Prepare for meeting with family – think about how you’re going to discuss matters with them; make sure you’re clear about the documents you’ll need to get from them 
	

	Find a suitable colleague to go to meet the family with you
	

	Ask family for original full Death Certificate (or Interim Death Certificate if there’s going to be an inquest)
	

	Tell family that HR Services will send them deceased colleague’s final payslip and that their final wages/salary and any outstanding holiday pay will be paid into their bank account.  If account closed, HR Services will send cheque to next of kin. 
	

	Ask the family if they’re able to give you, or get hold of, any Co-op property you know the deceased colleague had – e.g. mobile phone, laptop, access pass, keys. 
	

	Email completed form DIS7 and colour copy of death certificate to queries@pensions.coop
	

	If colleague had a Co-op car, make arrangements with the family and Transport Department for vehicle to be collected.
	

	If colleague had IT equipment, call IT Service Desk to arrange for it to be returned
	

	If there is to be an inquest - once held and full Death Certificate received from family, send to HR Benefits Team with another DIS7 form.
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