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Purpose
To protect the dignity and identity of the deceased, safeguard families and staff, and keep mortuary and chapel areas secure. This Standard Operating Procedure includes controls to identify and flag similar names, manage access, secure all doors and entry points, confirm the suitability of the mortuary location and access routes, and control the use of personal devices to maintain dignity and confidentiality.

Scope
Applies to all sites and all staff, agency and casual staff, contractors, and visitors who may enter the mortuary or chapels of rest, including any temporary viewing rooms or satellite locations.

Responsibilities
Managers: approve and monitor access, ensure systems work, confirm facility suitability, enforce controls on personal devices, review security logs, and lead incident response.
Mortuary and chapel staff: follow identification and access rules, maintain the name flag system, secure areas, and uphold the device policy.
Reception and first point of contact: control visitor entry, issue badges, call the escort and brief on the device policy.
All staff: challenge unknown persons politely, report any concern at once, and comply with the device policy.
Contractors and visitors: follow site rules, remain accompanied, and sign in and out.
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
Standard identifiers
· Record for every deceased person at least three identifiers:
· Full name as recorded by the informant
· Date of birth or age if date is not known
· Date and place of death or collection location
· Unique case number generated by the case system

Name flag procedure
· Initial entry: when creating a record for a deceased person, run a name check against all other deceased records.
· Trigger for flag: any identical full name, similar first name or initial with same surname, or same name with the same date of birth or close age.
· Flag action:
· Add a clear alert on any electronic or paper deceased record.
· Use the unique case number and an extra identifier on all labels, wrist tags, and tray or storage labels.
· Verification at movement: match the case number and two other unique identifiers between file, wrist tag, and anywhere else that identification is listed prior to the deceased person being moved e.g. between funeral homes.
· Documents: show the case number and two other unique identifiers on release forms, preparation worksheets, and viewing sheets.
· Audit: managers review name flags weekly and remove flags only when the deceased record is closed.

Labelling rules
Labels (wrist tags and/or toe tags) must be clear and legible.
Replace any damaged or unclear label at once and record the action.

Who may enter and when
Access categories
· Authorised staff: mortuary and chapel staff, funeral directors, and managers trained and listed on the access register.
· Accompanied visitors: family members for viewings and faith representatives by prior arrangement.
· Contractors: engineers and cleaners with a current work order and always accompanied.

Prohibited: the public without a booked appointment
Entry rules
· Sign in and purpose: record name, purpose, areas to be accessed, and escort in the log.
· Identification: staff wear visible staff badges. Visitors and contractors wear visitor badges.
· Escort and supervision: visitors and contractors are escorted at all times.
· Privacy: do not enter a chapel when a family is present unless you are the escort or a manager has agreed it is necessary.
· Dress and conduct: clean clothing, closed footwear, and respectful behaviour.
· Photography and recording: not permitted without written manager approval, family consent where relevant, and full record keeping as set out below.
· Capacity limits: follow posted limits. Plan larger groups into smaller sets or use larger rooms.

Secure doors and access points
· Physical security standards
· Fit solid core doors with reliable locks to all mortuary and chapel entrances.
· Keep doors closed and locked when rooms are not in active use.
· Use door viewers, intercoms, or controlled entry at public facing entrances.
· Fit privacy blinds or film to windows that overlook chapels or care areas.
· Keep keys in a controlled cabinet or use an electronic access system.

Access control process
· Access register: maintain a list of staff authorised to hold keys or access cards.
· Key and card issue: record issue, return, and any lost key or card at once.
· Code control: change keypad codes when staff leave, after any security incident, and at least every six months.
· Out of hours: maintain an on call contact list and a secure method to open for urgent cases. Record every out of hours entry and exit with time, purpose, and staff names.
· Contractors: issue temporary access only for the duration of the task and collect all keys or cards before sign out.

Daily security checks
· Opening: confirm doors, alarms, and access systems work.
· During the day: check unattended doors are closed.
· Closing: lock all doors, secure fridges and storage, and set alarms.
· Record checks on the daily security checklist.

Alarm and CCTV
· Set intruder alarms when areas are closed where fitted.
· Check any alarms or CCTV are in good working order.
· Ensure any data is stored in line with GDPR.



Suitability of mortuary location and access
· The mortuary must be suitable for its purpose with safe and respectful access to and from the facility.
· Planned review: managers complete a suitability review at least once a year and after any change to the building or site. The review covers access routes for stretchers and trolleys, lighting, door widths, lift access if present, parking for transfer vehicles, privacy screens, and segregation from public areas.
· Barriers and controls: use signage, barriers, and staff presence to keep routes clear during transfers.
· Temporary arrangements: where works or events affect normal routes, set a temporary safe route with clear signs and brief all staff and contractors. Record the change and the risk assessment.
· Corrective actions: record and fix any issues such as trip hazards, poor lighting, broken locks, or blocked access.

Control of personal devices to protect dignity and confidentiality
· Personal mobile phones, cameras, and recording devices must not be used or carried into areas where the deceased are stored or cared for. This includes the mortuary, body stores, preparation rooms, and any holding or transfer spaces.
· This ban includes videos and photographs and the sharing of such content on unsecured networks, social media, or messaging platforms.
· Signage and briefing: display clear signs at entrances to care areas and include the rule in staff induction and visitor briefings.
· Storage: provide secure lockers or a safe location at the entrance to care areas for personal devices.
· Express authorisation: if an image or recording is required for a lawful and legitimate reason, the manager may authorise it in writing before the recording takes place. The authorisation must state the purpose, the person responsible, what will be recorded, how it will be stored, who may access it, and how long it will be kept.
· Record keeping: complete a device use record for every authorised instance, including date, time, purpose, case number, consent if relevant, storage location, and the name of the approving manager.
· Secure storage and transfer: store authorised images or recordings on a secure company device or encrypted drive only. Do not store on personal devices. Do not share on personal messaging or email.
· Audit: managers review the device use register monthly. Any breach is a disciplinary matter and may be a reportable incident.

Records and Documentation
· Access register: names of authorised staff, roles, training, and dates of approval.
· Visitor and contractor log: date, time in and out, purpose, escort, and signatures.
· Mortuary movement log: location changes, identity checks, and staff signatures.
· Name flag register: list of flagged cases, reason, controls applied, and reviews.
· Key and card issue log: issue, return, lost or stolen reports, and actions.
· Daily security checklist: opening, daytime, and closing checks.
· Facility suitability review record: annual and ad hoc reviews of mortuary location and access routes, actions, and completion dates.
· Device use register: all authorised photography or recording events, purpose, approvals, storage, and disposal details. Retention: keep access, movement, key, suitability review, and device use records for at least three years. Keep visitor logs for at least one year or longer if linked to an incident.

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 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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