


STANDARD OPERATING PROCEDURE
STAFF AND PERSONNEL

Document Control
	Version
	Date Issued
	Prepared by
	Approved by
	Review Date
	UK Funeral Director Code Reference

	1.0
	
	
	
	
	Enhanced: 13.1.1


Purpose
The purpose of this procedure is to ensure that all staff involved in the collection, care, transport, and preparation of the deceased are properly authorised, recorded, and supported. It also ensures that there are clear written procedures covering confidentiality, lone working, and whistleblowing.
Scope
This procedure applies to all permanent, casual, and temporary staff involved in any part of the funeral service process, including the collection, transfer, preparation, and viewing of the deceased.
Responsibilities
· Business owner(s) are responsible for maintaining registers, records, policies, and rotas.
· Managers are responsible for ensuring staff follow the procedures outlined in this document.
· All staff are responsible for following the confidentiality, lone working, and whistleblowing policies and for reporting any breaches or risks.
Procedure
Register of Authorised Personnel
Maintain a register of all authorised staff responsible for collecting, transporting, and preparing the deceased, and assisting during viewings.
Include full name, job title, date of authorisation, and authorising manager.
Only those listed are permitted to perform these duties.
Review and update the register every six months or whenever staffing changes occur.
Keep the register securely and make it available to management and regulators if required.
Records for Casual and Temporary Staff
Keep a record of all casual or temporary staff engaged in removals or transfers.
Each record must include name, contact details, dates of work, and duties undertaken.
Ensure that every casual or temporary staff member signs a confidentiality agreement before starting work.
The agreement must confirm that the individual understands and accepts their duty to maintain confidentiality at all times.
Store these records securely and retain them for a minimum of three years.
Out of Hours Rotas and Staffing Changes
Maintain an up to date rota for staff providing out of hours cover.
The rota must include names, contact numbers, and shift times.
Log all staffing changes affecting removals or transfers immediately, noting the reason and authorising person.
The rota and log must be available to relevant staff and checked weekly by management.
Lone Working Policy and Procedures
Maintain a written lone working policy to ensure the safety of staff who work alone, including during removals and out of hours duties.
The policy must include guidance on maintaining communication, reporting location, and requesting help if needed.
All staff must receive training and sign to confirm they understand the procedure.
Carry out regular risk assessments to identify and reduce any risks related to lone working.
Whistleblowing Policy and Procedures
Maintain a written whistleblowing policy allowing staff to report concerns about misconduct, poor practice, or breaches of procedure.
The policy must explain how to raise a concern, who to contact, and how confidentiality will be protected.
Staff must be assured they can raise concerns without fear of victimisation.
Record, investigate, and resolve all concerns promptly and in line with the policy.
Review and update the policy annually and make it accessible to all employees.
Records and Documentation
	Document
	Location
	Retention Period

	Register of authorised personnel
Casual and temporary staff records
Out of hours rota and change log
Lone working policy and records
Whistleblowing policy and records
	HR or Operations File
HR File

Operations File
Health and Safety File
Management File
	Ongoing
3 years

1 year
Ongoing
Ongoing



Training and Awareness
· Induct staff on this procedure.
· Refresh training each year.
· Keep training records.

Review and Audit
This Standard Operating Procedure must be reviewed annually or sooner if changes occur in legislation or operational practice.
Internal audits must confirm that registers, records, and policies are complete, accurate, and current.
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