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The death of a person supported by MVACL affects a wide range of people 

including, room-mates, friends, family and staff. The experience is typically an

emotional one and is often upsetting for those involved. It is important, therefore, that clear procedures are in place to ensure staff and managers handle the situation appropriately and effectively. 

The following procedures are based on provincial government legislation, guidelines and consultations with registered health practitioners.

1. In the event of an expected death of supported person, it is not necessary to call for an ambulance. However, if the death is unexpected, call Emergency Services.

2. A staff member will call the house manager (or other manager if not available).

3. If the death occurs overnight, the body should be covered with a sheet and bedroom door secured. 

4. The Manager will call the family doctor (or alternative physician if not available) during office hours.  

5. The Manager will inform the Executive Director, who will notify the Board President or Vice-President.  

6. The individual’s next of kin or guardian will be notified by the house Manager or Executive Director.

7. The Executive Director or Manager will notify the local coroner regardless of the circumstances.

8. The Executive Director will notify (by phone or Initial Notification Report) the Ministry Program Supervisor within 24 hours and apply the measures described in the Serious Occurrence Reporting Procedures (including Enhanced Serious Occurrences if appropriate).

9. The staff on duty at the time of death will complete an Incident Report.

File Management:
In instances where a supported person has died, all case records in the personal file will be kept for at least seven years. Current documents contained in the supported person’s house binder (e.g. ISP,BSP, MAR sheets, Health Summaries) will be included as part of the normal end of year storage procedures.

The manager will create a separate Closed File which will contain:

· Personal ID documents (e.g. birth certificate)

· Personal Identification Sheet and Contacts (Client Information Sheet)

· Individualized Service Agreement

· Tenancy Agreement

· Family and other consent papers (e.g. for medical treatment)

· Application for Development Services and Supports

· Supports Intensity Scale and Report

· Prior Placement(s) documents

· Other assessment documents and reports (e.g medical reports)

· Contracts (e.g. employment/volunteer work, financial, legal)

· CRA statements

· End of Life Plan, copy of DNR
In addition the manager will:

· Make arrangements to notify the supported person’s bank so their accounts can be closed (if applicable).

· Make arrangements to notify the supported person’s insurance company (if applicable).

· Facilitate funeral arrangements if requested by the family and in other applicable circumstances.

· Comply with relevant directives in the supported persons will.

· Ensure a final inventory of the person’s belongings is completed and record their disposition. Attach the inventory to the File Closure Form.

· Complete the File Closure form and insert it into the Closed File.

Approved April 16, 2013
Board of Directors
File Closure Form
	Name:


	Date of death/discharge:

	Circumstances of death/discharge:



	Forwarding Name and Address (for outstanding correspondence/documents):



	List any financial or property directives in the supported persons will (if applicable):



	List all the supported person’s bank/trust accounts and their disposition (e.g. accounts 

closed)



	List all transfers of the money following the client’s discharge or death:




· Attach a final inventory to this form of persons belongings and indicate the disposition of these belongings.
· Close the binder at the location where he/she was supported and forward it to the central file.
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