
 
 

Checklist for After a Death 
Notify Key Staff 
Task Person Responsible Contact Number Tools 
1. Verify death Lead:_____________ 

 
Back-up__________ 

Police: 406-552-
6300 
Coroner: 406-258-
4810 

 

2. Ensure that staff  
know how to respond 
to inquiries and 
manage the  
campus for safety 

 
Lead:_____________ 
 
Back-up__________ 

 Appendix 1 Sample 
Script for Office Staff 

3. Notify 
Superintendent’s office  
 

Lead:_____________ 
 
Back-
up___________ 

Superintendent: 
Ext. 1022 
Backup/Weekends: 
(see Administrator 
Cell Phone List) 

 

4. Notify school Crisis 
Response Team 
 

Lead:_____________ 
 
Back-up__________ 

Team Cell 
Numbers: 
 

 

5. Notify schools 
attended by family 
members of the 
deceased  
 

Lead:_____________ 
 
Back-
up___________ 

See Administrator 
Cell Phone List 

 

6. Contact and 
coordinate with 
external mental health 
providers (if needed) 

Lead:_____________ 
 
Back-up__________ 

Tamarack Grief: 
406-541-8472  
 
Other:  

 

7. Reach out to and 
work with the family 
of the deceased 

Lead:_____________ 
 
Back-up__________ 

  

8. Notify all faculty 
and staff 

Lead:_____________ 
 
Back-
up___________ 

  

9. Coordinate notifying 
students about the 
death and school’s 
response 
 

Lead:_____________ 
 
Back-up__________ 

 Sample Student 
Notifications 



 
 
10. Notify families of 
students about the 
death of staff and 
school response 

Lead:_____________ 
 
Back-up__________ 

  Sample Parent 
Notification 

11. Collect deceased 
belongings, inventory 
belongings and store 
for family (if suicide 
wait for police 
approval) 

Lead:__________ 
 
 
Back-up________ 

  

 
On-Going Support and Monitoring 
12. Organize and 
facilitate staff 
meeting 

Lead:_____________ 
 
Back-up___________ 

 Sample Staff Meeting 
Agenda Suicide 

13. Provide staff 
with guidance in 
talking to students 

Lead:_____________ 
 
Back-up___________ 

 Talking Points for 
Students and Staff After 
a suicide 

14. Organize and 
facilitate parent 
meeting ( if 
appropriate) 

Lead:_____________ 
 
Back-up___________ 

 Agenda for Parent 
Meeting 

15. Schedule 
meeting time with 
students and  secure 
rooms for student 
support 

Lead:_____________ 
 
Back-up___________ 

  

16. Identify, 
monitor, and 
support students 
who may be at risk 

Lead:_____________ 
 
Back-up___________ 

  

17. Implement steps 
to help students 
with emotional 
regulation 

Lead:_____________ 
 
Back-up___________ 

  

18. Participate 
and/or advise on 
appropriate 
memorialization in 
the immediate 
aftermath 
 

Lead:_____________ 
 
Back-up___________ 

  



 
 
 
19. Remove student 
name from database 
and mailing lists 

Lead__________ 
 
Back-up_______ 

  

20. Monitor 
hallways, 
bathrooms and 
common areas  

Lead:_____________ 
 
Back-up___________ 

  

Minimize Risk of Contagion through Media 
21. Work with 
press/media 

Lead: Director of 
Communications and 
Technology 
 
Back-up___________ 

 Sample Media 
Statements and  Key 
Considerations 

22. Monitor social 
media 

Lead:_____________ 
 
Back-up___________ 

  

Develop Plan for Next Week 
23. Identify, 
monitor, and 
support students 
who may be at risk 

Lead:_____________ 
 
Back-up___________ 

  

24. Hold Incident 
Debriefing meeting 

Lead:_____________ 
 
Back-up___________ 

  

Develop Long Term Plan 
25. Plan for 
Birthday and/or 
holidays 

Lead:_____________ 
 
Back-up___________ 

  

26. Plan for 
anniversary of death 

Lead:_____________ 
 
Back-up___________ 

  

Debrief Incident 
27. Schedule and 
hold debriefing 
meeting 

Lead:_____________ 
 
Back-up___________ 

 Debriefing Protocol and 
Action Plan 

28. Complete 
Debriefing Action  
Plan  

Lead:_____________ 
 
Back-up___________ 

 Debriefing Protocol and 
Action Plan 
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