STANDARD OPERATING PROCEDURE
EMBALMING, AUDIT AND RISK MANAGEMENT
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Purpose
To make sure that embalming is carried out safely and respectfully, that complete and accurate records are kept, and that regular audits and risk assessments are completed. This Standard Operating Procedure also confirms that there are strong security measures in place to safeguard and protect the deceased.
Scope
This applies to all embalming carried out at any site operated by the business, whether by in house embalmers or by a trade embalmer. It also applies to audits and risk assessments that relate to embalming, the care facility, and the security of the deceased.

Responsibilities
· Senior management: approve this Standard Operating Procedure, provide resources, and review audit results.
· Managers and site managers: ensure records are kept, audits are carried out, risks are assessed and controlled, and actions are completed.
· Embalmers and preparation staff: follow procedures, complete records, use required controls, and report incidents or near misses.
· Trade embalmers: comply with this procedure and site rules, provide qualifications and insurance, and complete all required records.
· Health and safety lead: maintain the risk register, support risk assessments, and track corrective actions.

Principles
· Correct identity always comes first.
· No person enters a mortuary or chapel without authorisation and a valid purpose.
· Doors and access points remain closed and secure except when in active use.
· Records must show who entered, why they entered, and when they left.
· The mortuary location and access routes must be fit for purpose and safe.
· Personal mobile phones, cameras, and any recording devices are not used or carried into areas where the deceased are stored or cared for, unless expressly authorised and recorded.

Procedure
Embalming records
What must be recorded for every case
Create and store an embalming record for each deceased person. Records must be complete, legible, and stored securely.
· Minimum content:
· Identification details.
· Unique reference number.
· Full name, date of birth or age, date and place of death or collection location.
· Wrist tag or identifier applied and checked before the procedure.
· Confirmation of consent or authority to embalm and who provided it.

Authorisation and personnel
· Name and signature of the embalmer.
· Name and signature of the assisting person if present.
· If a trade embalmer is used, record full details: legal name, trading name, company or self employed status, address, phone, email, qualifications, professional membership if any, public liability and professional indemnity insurance details, and confirmation of induction and confidentiality agreement.

Dates and times
· Date the procedure was carried out.
· Time started and time finished.
· Location of the procedure.

Clinical and technical information
· Pre procedure checks and condition on receipt.
· Vessels used for injection and drainage.
· Fluids used with brand, product name, batch numbers, and volumes.
· Strengths and mix ratios.
· Cavity treatment and chemical volumes.
· Restorative treatments carried out.
· Any special measures taken for infection control.
· PPE worn and equipment used.
· Spills, exposure, needlestick or other incidents and actions taken.

Security and integrity checks
· Identity verification steps before, during, and after the procedure.
· Storage location after the procedure and person who confirmed it.
· Confirmation that all doors were secured and all labels were in place.

Outcomes and follow up
· Presentation outcome and any limitations explained to the family.
· Further treatment planned if any.
· Sign off by the embalmer and the manager.

Retention: keep embalming records for at least five years after the funeral or in line with the company retention policy, whichever is longer.
Trade embalmer register
Maintain a separate register for all trade embalmers used. Include:
· Full contact details, qualifications, training records, insurance certificates, and right to work where applicable.
· Induction date and areas covered, including infection control, device policy, and access rules.
· Signed confidentiality agreement and acceptance of site rules.
· Review date and outcome of performance review or case audits.

No trade embalmer may work on site until these details are verified and recorded.
Internal audits and risk assessments
Audit programme
· Frequency: carry out a documented internal audit of embalming and related care areas at least once every quarter. Carry out a full annual audit each year.
· Scope: records completeness, consent evidence, identity checks, storage and security, chemical control, equipment maintenance, waste control, cleanliness, PPE use, viewing readiness, and compliance with this Standard Operating Procedure.
· Method: use a standard audit checklist. Review a sample of recent cases, observe practice, and interview staff where needed.
· Findings and actions: grade each finding, agree actions, assign an owner and a due date, and verify completion.
· Evidence: keep the completed checklist, notes, action plan, and proof of completion such as photos of corrected issues or maintenance reports.
· Reporting: share results with the manager and senior management. Persistent or serious findings require a formal improvement plan with agreed and signed timelines.

Risk assessment programme
· When to assess: on first set up of the care facility, after any change in layout or equipment, after any incident or near miss, and at least once each year.
· Method: identify hazards, who may be harmed, existing controls, risk rating for likelihood and severity, further actions, owner, and due date. Record the residual risk after actions.
· Topics to cover:


· Manual handling of the deceased and equipment.
· Chemical hazards including formaldehyde and other fluids and compliance with control of substances rules.
· Ventilation, exposure monitoring if needed, and spill response.
· Sharps and invasive procedures.
· Infection prevention and control and use of body bags.
· Lone working and emergency call out.
· Fire safety, electrical safety, and equipment maintenance.
· Security of access routes, doors, keys, and alarms.
· Control of personal devices and cameras in care areas.
· Vehicle movements at loading bays and garages.
· Welfare facilities, lighting, and slips and trips.

Records: store risk assessments and the risk register on the shared drive with version control. Keep review dates and completion proof for actions.

Security measures to protect the deceased
Document and maintain strong security controls:
· Secure doors, locks, and controlled access systems for mortuary and chapel areas.
· Key and card issue log with prompt update for lost or returned items.
· Visitor and contractor log with escort at all times.
· Alarm and where fitted CCTV for entrances and corridors only, with storage in line with the privacy policy.
· Daily opening and closing checks recorded on a checklist.
· Device control in care areas: personal phones and cameras are not permitted unless expressly authorised in writing with a device use record.

Before embalming
· Confirm identity with the unique case number and at least two other identifiers.
· Check that consent or lawful authority to embalm is on file.
· Review case notes for any infection risks or special requests.
· Prepare the room, equipment, PPE, and fluids. 
· Check spill kit and sharps containers.
· Confirm access control and that doors are secure.
· If a trade embalmer will carry out the procedure, confirm they are on the register and have signed in and read the job sheet.

During embalming
· Use safe handling and infection control at all times.
· Record vessels used, fluids, batch numbers, and volumes as you proceed.
· Maintain dignity and privacy.
· Manage waste in line with clinical waste procedures.
· Record any incident or unexpected finding at once.
After embalming
· Complete the record, including outcome and storage location.
· Clean, disinfect, and restock the room and equipment.
· Secure the room and update the movement or storage log.
· File the record and flag any actions needed for presentation or restorative work.
· For trade embalmers, obtain manager sign off that records are complete.

Records and Documentation

	Document
	Purpose
	Location
	Retention

	Embalming record per case
	Legal and clinical record of procedure
	Deceased management system and/or paper records
	5 years minimum

	Trade embalmer register
	Vetting and compliance record
	Operations 
	Keep current and last 3 years

	Chemical inventory and batch log
	Traceability and safety
	Preparation room file
	Current year plus 3 years

	Equipment maintenance and calibration log
	Safety and quality
	Operations
	Current year plus 3 years

	Audit checklist and report
	Assurance and improvement
	Operations
	3 years

	Risk assessments and risk register
	Hazard control and review
	Operations
	Live plus 3 years

	Security logs and daily checks
	Safeguard and access control
	Operations
	1 year minimum or longer if linked to an incident

	Incident and near miss reports
	Learning and compliance
	Operations
	3 years or as policy



Monitoring and audit
· Managers review access and movement logs weekly.
· Carry out a quarterly audit of the name flag system, labels, storage, and device controls.
· Test door locks, alarms, and access systems at least every six months.
· Review the facility suitability record at least annually.
· Record findings and actions and report to senior management.

Training and Awareness
· Induct staff (internal and external) on this procedure.
· Refresh training each year.
· Keep records of training.
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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