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A9.780 REPORTING OF AND ACTIONS REQUIRED UPON THE DEATH OF A
UNIVERSITY EMPLOYEE

1. Purpose.  To prescribe the procedure for reporting and
taking actions required upon the death of a University
Employee in accordance with Section 88-84 HRS, Ordinary
Death Benefits, Section 88-85 HRS, Accidental Death Benefits
and Section 87-4 HRS, State and County Contribution to
Health Fund (Life Insurance Policy).

2. Objective.

a. To facilitate and expedite the preparation and
processing of forms and other documents upon
notification of an employee's death.

b. To insure that the beneficiary(ies) of a deceased
employee receives benefits provided under existing
State and Federal statutes and regulations.

c. To minimize direct involvement with the family of the
deceased.

3. Applicability/Responsibility.

a. This instruction covers all employees of the
University.

b. Vice Presidents, Chancellors, State Director for
Vocational Education, Manoa Deans and Directors who
have been delegated personnel functions or their
designees (henceforth referred to as Administrative
Officer) have primarily responsibilities for the
execution of this procedure.

4.  Procedures.

a. Operating units (departments, programs, offices, etc.)
are to notify the appropriate Administrative Officer
immediately that an employee has died.

b. Upon receiving notification of an employee's death the
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Administrative Officer is to:

1) Notify the Office of the Vice President for
University Relations if the employee was a Board
of Regents appointee.

2) Use the "Checklist of Actions Required to Ensure
Timely Receipt of Death Benefits" (Attachment 1)
to complete the required forms and to notify the
applicable organizations, agencies and/or
companies.  After each item has been checked and
annotated on the checklist, the administrative
officer may appoint a responsible person from
within the operating unit to act as liaison
between the immediate family and the University.

3) Notify the University Payroll Section in the
Disbursing Office immediately of the name of the
deceased, social security number and the date and
time of death.  This may be done verbally.

4) Prepare Standard Form 5B, UH Notification of
Personnel Action or UH Form 6, UH Overload and
Casual Notification of Personnel Action, as
appropriate for BOR employees or for civil service
employees, prepare and submit a memorandum to the
University Personnel Office, Civil Service
Section, indicating the date and time of death,
the work week schedule and the last duty day.

5) Include the death of a Board of Regents employee
in the next report of personnel action to the
Board of Regents.

6) Submit a completed Health Fund Form N-1 and
Standard Form 5B to the Personnel Management
Office for batching and subsequent transmittal to
the appropriate agencies and/or offices.

7) Send the UH Form 6 directly to the Payroll
Section.

c. University Personnel Management Office:  The University
Personnel Management Office upon receiving the
appropriate documents reporting a death shall:

1) Prepare the SF-5, Notification of Personnel
Action, for the Civil Service employee as
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applicable.

2) Transmit the SF-5B to the agencies affected and
the Form N-1 to the State Health Fund Office.

d. Disbursing Office:  The Disbursing Office upon
receiving notification of the death shall:

1) Request that the Department of Accounting and
General Services have the employee's paycheck made
out to the designated beneficiary, and

2) Provide the administrative officer, upon request,
information to prepare the documents in the
checklist, e.g. enrollment in credit union.
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