
 

 

SOUTHEAST ARKANSAS COLLEGE POLICY                                    

NO. XXXX   Procedures for Deceased Students 

Southeast Arkansas College (SEARK) regards the academic records of deceased students as 
confidential.  In the event of the death of a currently enrolled SEARK student, the proper 
notification channels must be followed to respect the decedent and their next of kin, and to 
ensure that all appropriate campus individuals have been contacted. 

1.0 Once the Registrar’s Office has been made aware of and confirmed the death of a current 
student, the following offices will be notified with the student name, student id number, 
and date of death.   

NOTE: Notification may come in the form of a phone call, email, or general 
conversation, but must be confirmed with an obituary, police report, or death certificate. 

• President’s Office – to send a note of condolence 
• Vice President for Student Affairs – to handle media or other inquiries 
• Vice President for Academic Affairs – to notify current instructors and advisors, 

and attend to awarding of final grades, if applicable 
• Financial Aid – to adjust any aid awarded, and to communicate with family to 

request a death certificate, if needed for closing financial aid  
• Director of Technology – to deactivate student email, Moodle, etc. 
• Security – to be aware as necessary 
• Registrar’s Office – to mark the student’s record as deceased in Colleague 

2.0 According to the AACRAO 2012 FERPA Guide, FERPA rights and privacy rights of an 
individual expire with the individual’s death. Thereby making the records of deceased 
students an institutional matter. 

3.0 The Registrar’s Office will evaluate each request for release of a transcript or other 
academic records of a deceased student on the individual merits of the request and 
reserves the right to deny the request in whole or to release only partial academic records.  
The Registrar’s Office does not release academic records of deceased students to the 
news media or for research purposes.   

4.0 Written requests for academic records of deceased students submitted by immediate 
family members (spouse, mother, father, children, or siblings) and/or executor of the 



estate will be evaluated on an individual basis.  Immediate family members may submit a 
written request along with the following certified documents in English: 

• Death certificate of student 
• Photo identification of requestor 
• Certified documents verifying relationship to the deceased 

5.0 If there are no living immediate family members, academic records may be requested by 
the executor of the estate or holder of power of attorney for the deceased.  A written 
request along with a notarized copy of the executor statement or power of attorney in 
English is required.  Documents must be mailed to or presented in person to: 

  Southeast Arkansas College 
  Registrar’s Office 
  1900 Hazel Street 
  Pine Bluff, AR 71603 
 
6.0 Upon verification of the student’s death and notification to the Vice President of 

Academic Affairs by the Registrar’s Office, the deceased student’s academic records will 
be updated as Faculty will have the option of assigning the grade earned at the point the 
student is deceased, if at least 51% of the work has been done in order to assign a grade.  
If less than 51% of the work has been completed the student will be administratively 
withdrawn from the course.   The VPAA will have responsibility for ensuring that the 
appropriate grade is awarded.  

7.0 All media requests for information concerning a deceased student should be directed to 
the Vice President for Student Affairs.  No official comments to the media should be 
provided by faculty or staff of Southeast Arkansas College unless specifically directed by 
the Vice President for Student Affairs.  Accordingly, no person involved in the College’s 
response to a student death will speculate as to the cause of death or make statements 
assigning responsibility for the cause of death. 
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