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JOB DESCRIPTION

1.
JOB DETAILS

Job Title:   
Deputy Mortuary Manager 
Band: 
      


6

Reports to:


Mortuary Manager
 

Department / Directorate:
Mortuary / Cellular Pathology / Specialist Services

2.
JOB PURPOSE
The purpose of this role is to support the Mortuary Manager in ensuring the Mortuary provides an efficient, cost effective and high-quality service. The post holder will deputise for the Mortuary Manager as required and co-ordinate the daily operational requirements of all Mortuary services. The Deputy Manager will maintain and develop working practices for the department and give professional advice to healthcare providers and participate in on-call roster. The role will also include:
· Assist the Mortuary Manager in monitoring the performance and working efficiency of the Department

· Deputise for Mortuary Manager as required.  To include attendance at meetings on the managers behalf.

· To manage staff as appropriate to line management ensuring implementation of safe working practices maximising the efficient use of all resources.

· To ensure that effective methods of communication exist within the Department for the distribution and collection of information between staff, managers and other departments within the Trust.

· Supervise the production and maintenance of standard operative procedures. 
· Under direction of the Mortuary Manager ensure that any process carried out in the Mortuary is carried out in accordance with the relevant legal framework.

· To support the HTA/UKAS Quality lead for the Mortuary.
· To ensure on behalf of the Mortuary Manager, that Health and Safety issues pertaining to the Mortuary service are delivered in accordance with Trust, UKAS and HSE Policy. 

· To act as training officer for new and trainee staff in the mortuary.
· To act as a Health and Safety officer for the mortuary
· To act as a Mortuary Risk Officer and to undertake Trust training to remain competent in this role.
· Produce, update and maintain COSSH assessments, risk assessment and Health & Safety procedures 

3.
DIMENSIONS/ KEY WORKING RELATIONS
	Mortuary Manager





Consultant (Head of Department)



Cellular Pathology Manager

Anatomical Pathology Technologists
Histopathologists / Home Office Pathologist

Clinical Staff (e.g. Doctors)
Coroner’s Officers

Funeral Directors 

Tissue Donation Coordinators
Medical Examiners



	Bereavement Officer
Portering staff

Police Officers and Family Liason Officers

Scene of Crime Officers

Ambulance Personnel

Coroner and Deputies
Bereaved Families / Carers

Senior Nurses
MEOs




4. ORGANISATIONAL CHART:
    Divisional Director
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Consultant (Head of Department)


Cluster Manager










Cellular Pathology Manager







Mortuary Manager




Deputy Mortuary Manager (This Post)


Anatomical Pathology 
Bereavement Officers 


Tissue Donation 

Technologist 








Coordinator 

5.
KEY RESULT AREAS/PRINCIPAL DUTIES AND RESPONSIBILITIES:
Communication and Relationship Skills

· Under the Mortuary Manager’s guidance coordinate the daily staffing of the Mortuary, Bereavement and Tissue Donation services.

· Support and deliver learning programs developed in association with the Trust.
· To manage all employees in accordance with Trust policies and procedures.

· To promote the importance of harmonious working relationships and maintain an atmosphere conducive to learning and optimum performance.
· Communicate with the bereaved in an empathetic and dignified manner
Planning and Organisational Skills
· Under the direction of the Mortuary Manager co-ordinate the daily staffing requirements of the Mortuary, Bereavement and Tissue Donation Services so that they are operational throughout the working week.
· Ensure that all operational documents including SOPs are maintained and in date. 
· Ensure that all operational documents including Risk assessments and COSHH are maintained and in date.

· Ensure that trainee APT training and CPD records and documentation are complete.

· Ensure all HTA documentation is acted on in a timely manner.
· Support the Mortuary Manager with emergency planning and operation.
· To be responsible for own CPD and attendance of mandatory courses.
Physical Skills
· The post holder will undertake a variety of duties within the post mortem room including evisceration.
· The post holder will move large loads within the department including the deceased, in accordance with the Trust manual handling policies
Responsibility for Patient and Client Care
· The post holder will strive to ensure the bereaved are at all times the centre of focus and encourage the Mortuary staff to do the same
Responsibility for Service Development
· The post holder will actively engage with users of Mortuary services, collate feedback from users and where appropriate suggest changes to service. 
· Support the Mortuary Manager in introducing new practices and procedures.
· To work with the Mortuary Manager in monitoring the mortuary activity to aid financial planning 
· Implement changes to computerised mortuary systems. 

· To manage and control financial aspects relating to stock ordering and procurement.
Governance and Quality Management

· To assist the Quality Manager and be responsible for ensuring on-going compliance with all regulatory requirements and the development, implementation and maintenance of the quality management system  
· To assist the departmental HTA Quality lead, Risk Officer & Health and Safety and be responsible for ensuring on-going development, implementation, maintenance and compliance of all regulatory HTA requirements and support the UKAS quality management system.

· To arrange and oversee audits and health and safety reviews across the service as required.

· To escalate unresolved issues to managers and to the Trust Safety, Risk and Governance Departments as necessary.
· To liaise with other pathology departments with regard to HTA, risk & health and safety
· To liaise with other pathology departments with regard to quality. 
· Assist with HTA activities, including consent taking, tissue retention and disposal under direction of the Mortuary Manager and service Designated Individual (DI)/ Lead Clinician.   

· Develop and coordinate systems for the management and audit of tissue tracking ensuring HTA compliance.

· With Mortuary manager and designated individual/ lead clinician investigate HTA incidents and ensure that effective immediate and follow up actions are taken and be responsible for error logging within the Directorate.
· To support a program of internal HTA and supervise Health & safety audits against defined quality performance measures and ensures that effective immediate and follow up actions are taken. Where required, the post- holder in person will undertake necessary audits.
· To supervise a program of internal audits against defined quality performance measures and ensures that effective immediate and follow up actions are taken. Where required, the post- holder in person will undertake necessary audits. 
· To report any audit or non-conformance issues to the Mortuary Manager as required.
· To monitor the requirements of the mortuary’s users and ensure that they are reflected within defined quality performance measures.

· To identify areas and particular projects where there is the potential for improvement of quality to the benefit of the service provided by the Laboratory and Mortuary.

· To provide timely audit reports to support the annual quality review report for the Clinical Director, Lead Clinician Pathology and Directorate Manager.

· To maintain an up-to-date knowledge of Quality Schemes and advise managers of any changes and their implications for service provision.

· To ensure compliance with UKAS ISO 15189:2012 standards 

· To provide timely HTA audit reports to support the annual quality review report for the Clinical Director, Lead Clinician Pathology and Directorate Manager.

· To maintain an up-to-date knowledge of HTA guidelines and legislation; and advise managers of any changes and their implications for service provision.

· To ensure compliance with UKAS ISO 15189:2012 standards 

Responsibility for Human Resources
· To contribute to and work within safe working environment acting promptly in accordance with Trust Health and Safety policies and procedures in the event of risk to self and others.
· To recognise and be aware of the importance of people’s rights and act in accordance with legislation and Trust policies and procedures;
Responsibility for Information Resources
· Ensure that accurate records are maintained, specifically those relating to patients and specimens held under the Human Tissue Act 2004 and PACE 1984.
· Ensure that confidentiality is upheld at all times. 
· To Train, mentor and formally review new and trainee staff in the Mortuary.
· To recognise and be aware of the importance of people’s rights and act in accordance with legislation and Trust policies and procedures;
Physical Effort

· To be required to exert frequent moderate physical effort during post mortem activities, and during manoeuvring of deceased patients.

· To assist in the release of bodies to funeral directors.
· To organise the storage of the deceased to ensure best use of mortuary storage facilities.

· To maintain high level of dexterity to support post mortem examinations, tissue bank eye retrieval work and organ retrievals as required
Mental Effort

· To be able to concentrate for prolonged periods of time during post mortem examinations.
· To be able to concentrate at any time of the day or night to support the police with forensic examinations.
· To maintain high levels of concentration when working on high risk and forensic post mortem examinations.
Emotional Effort
· To be able to cope with exposure to severely injured deceased patients.

· To be able to cope with occasional exposure to highly distressing forensic cases.

·  To be able to cope with occasional exposure to extremely distressed and potentially aggressive bereaved individuals.
Working Conditions
· To work in an environment and be exposed to unpleasant odours and hazards, including blood and body fluids, insect infestations, biohazards and infections.

Other Responsibilities
To take part in regular performance appraisal

To undertake any training required in order to maintain competency including mandatory training, e.g. Manual Handling

To contribute to and work within a safe working environment 
The post holder is expected to comply with Trust Infection Control Policies and conduct him/herself at all times in such a manner as to minimise the risk of healthcare associated infection

As an employee of the Trust, it is a contractual duty that you abide by any relevant code of professional conduct and/or practice applicable to you.  A breach of this requirement may result in action being taken against you (in accordance with the Trust’s disciplinary policy) up to and including dismissal.

The post holder is expected to comply with Trust Infection Control Policies and conduct him/her at all times in such a manner as to minimise the risk of healthcare associated infection.

This post has been identified as involving access to vulnerable adults and/or children and in line with Trust policy successful applicants will be required to undertake a Disclosure & Barring Service Disclosure Check
THE TRUST – Vision and Values
Our vision is to provide safe, high quality seamless services delivered with courtesy and respect. To achieve our vision we expect all our staff to uphold our Trust values. Our Trust values are:

Compassion
Integrity
Inclusion

Empowerment

We recruit competent staff that we support in maintaining and extending their skills in accordance with the needs of the people we serve.  We will pay staff fairly and recognise the whole staff’s commitment to meeting the needs of our patients.

We are committed to equal opportunity for all and encourage flexible working arrangements including job sharing. 
We are committed to recruiting and supporting a diverse workforce and welcome applications from all sections of the community, regardless of age, disability, gender, race, religion, sexual orientation, maternity/pregnancy, marriage/civil partnership or transgender status.  We expect all staff to behave in a way which recognises and respects this diversity, in line with the appropriate standards.

GENERAL

This is a description of the job as it is now.  We periodically examine employees' job descriptions and update them to ensure that they reflect the job as it is then being performed, or to incorporate any changes being proposed.  This procedure is conducted by the Manager in consultation with the jobholder.  You will, therefore, be expected to participate fully in such discussions.   We aim to reach agreement on reasonable changes, but if agreement is not possible, we reserve the right to insist on changes to your job description after consultation with you.

The RD&E is a totally smoke-free Trust.  Smoking is not permitted anywhere on Trust property, including all buildings, grounds and car parks.  For help to quit call: 01392 207462.
PERSON SPECIFICATION
POST:   Deputy Mortuary Manager
BAND:   6
	REQUIREMENTS
	At 

Recruitment
	At PDR

	QUALIFICATIONS / TRAINING
Diploma of Royal Institute of Public Health (Academic Level 3)
Trained in Enucleation

Trained Supervisor or relevant experience

Recognised bereavement qualification
	E

E

D
D
	E

E

E

E

	KNOWLEDGE / SKILLS
Knowledge of full range of Mortuary techniques, including Health & Safety, legal and administrative requirements.

Knowledge of the Human Tissue Act and its practical requirements.
	E

E


	E

E



	EXPERIENCE
At least 5 years post entry level, i.e. 2 years post L3 diploma
Supervise staff in permanent or deputy in capacity 

Experience of High-Risk Autopsies

Experience of Forensic Autopsies
	E

E

D

E
	E

E

E
E

	PERSONAL ATTRIBUTES
Ability to stand by decisions made and admit errors

Empathic/sympathetic approach

Good interpersonal skills

Smart appearance

Proven team worker / leader

Ability to work under pressure
	E

E

E

E

E

E
	E

E

E

E

E

E

	OTHER REQUIREMENTS
Financial management experience

Experience with quality management systems

Experience with training junior staff
Member of regulatory body

Member of professional association
	D

D

E
D

D
	E
E
E
E
E


* Essential/Desirable

	HAZARDS: - Updated 31st May 2013

	Laboratory Specimens 
	X
	Clinical contact with Patients
	X
	Dealing with violence & aggression of patients/relatives
	X

	Blood / Body Fluids
	X
	Dusty Environment
	
	VDU Use (occasional)
	X

	Radiation / Lasers
	
	Challenging Behaviour
	X
	Manual Handling
	X

	Solvents
	
	Driving
	
	Noise / Vibration
	

	Respiratory Sensitisers
	X
	Food Handling
	
	Working in isolation
	X

	Cytotoxic Drugs
	
	Electrical work
	
	Night Working
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