[image: ]Good example: This piece of evidence demonstrates decontamination records (Preparation and operation of a mortuary)




Do not included entire documents or multiple pages in your portfolio – for example use screen shots, front copies of SOPs or an example of a record sheet in use. Always explain what the piece of evidence is and how it is used (i.e. put into context).

[bookmark: _Hlk536693809]Good example: This piece of evidence demonstrates temperature monitoring checks (Preparation and operation of a mortuary)
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It is good practice for candidates to annotate pieces of work

Good example: This piece of evidence shows an SOP record for local cleaning procedures (Preparation and operation of a mortuary)
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It is good practice for mentors to ask follow up questions or leave comments on a candidate’s piece of work. Candidates should not rewrite the piece of evidence to include answers to set questions – an additional sheet or hand-written notes of the original evidence piece is acceptable. 

[image: ]Good example: This piece of evidence demonstrates communication between organisations (Team working)

















Ensure there is no identifiable data in you evidence (including patient details) 

[image: ]Good example: This piece of evidence demonstrates competency for Post Mortems (Assist with post mortem examinations)


















Good example: This piece of evidence demonstrates shows a local document for viewing appointments (Viewing of the deceased)
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Evidence type: OBJECTIVE

Name. 000

Department Mortuary Department —
Evidence number: Unit 3.9 - Evidence number 23
Evidence Title Email with third parties

This task is to show how team working is not just helping or assisting immediate
colleagues; it is also applicable to third parties that I will also deal with during my job
role. Below is a screenshot of a conversation via email between myself and a coroner’s
officer. Before I started my position as a trainee APT, | worked at funeral directors so |
alveady had some experience speaking with third parties.

I veceived the email opposite from one
" of our coroner’s officers. This came to
our mortuary email address 5o anyone
in the team can address it. | was first to
come across the email and |
remembered the deceased so I replied.
Although rewembering the deceased |
still looked into our vecords, we hold a
file of all itews removed during a post
mortem and what we did with them,
iie. kept or disposed of thewn, to double

et check the items, if any, that we had. As
you can see by this email we still did
hold the itewns the deceased was

wearing and emailed the list to the

coroper’s officer.

By vy replying to the ewail not only did 1 help the third party by finding the
answer to their query and veplying with the answer, | emailed back quite promptly
as well 5o the officer was able to inforwm the fammily, sometimes delays i this sort of
situation could cause anxiety in a family and items received back could give some
comfort to them.

This task that | under took not only | assisted a third-party team wember but I also
helped wy colleagues as answering the ewail and looking up the details this freed up
their time in not having to deal with it.

Witness Signature: Date:
Trainee Signature: Date:
Mentor Signature: Date:
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Evidence type: COMPETENCY

Name 000

Department Mortuary Department —

Evidence number:

Unit 3.6 — Evidence number 6

tence Title Post Mortem Procedures Competency Assessment

This piece of evidence demonstrates the progression in wy training. The evidence is wy
competency assessment, from when | started assisting with post mortems and my
progression.
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Witness Signature: Date:
Trainee Signatus Date:
Mentor Signature Date:
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Evidence type: OBJECTIVE

Name 000

Department Mortuary Department — o0
Evidence number: Unit 3.10 — Evidence number 31
Evidence Title First call viewing appointment sheet

Below s a screenshot of the form we fillin when making an appointment with families when
requesting to view.

MORTUARY VIEWING AND DENTIFICATION RECORD.

As you can see when on the
phone these are the questions
that we ask.

‘The full name, date of birth and
date of death will confirm we
have the correct deceased.

We then write the date and
time of the viewing.

We ask the name of the
relative that is viewing and
their relationship

“The next two questions are

very important too, these verify

any jewelry the deceased is

| wearing before and after so a
record is taken at all times of

| where fewelry is, as sometimes

families take items without

| notifying us.

We ask the name of the relative that s viewing and their relationship, as our hospital has a
strict policy that only relatives are allowed to view, this is an important question as there may
be restricted viewing on a said deceased so taking their names can be checked against this or
a family member being asked if that person is ok to view this is also to verify that when the
person arrives we can ask them their name so we know it s the correct person who has made
the appointment.

“This is a new form for s, since our HTA inspection, it took a while to et used to asking lots of
questions and a member of staff found it quite dificult asking such questions when the farily
were quite upset, T found if you kept a sympathetic yet professional manner then families
understand why the questions are asked of them and most probably appreciate that we do
such checks.

1 found using this form initiall 2 litte intrusive, but T am quite confident on asking the
questions and understand the importance of doing so. This is a good system to work with and
an be checked against the deceased and families viewing. Another areat thing of this system
is the recording of any personal tems on or with the deceased.
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Evidence type: Disinfecting log

Name 000
Department Mortuary Department — o0
Evidence number: Unit 3.7 - Evidence number 13
Evidence Title Disinfecting log

Below is a scan of our disinfecting log, this s filed out on a daily basis by a member of staff. As
you can see in this log, other equipment and our fridges also get disinfected on a regular basis.
These forms are kept in our post mortem room (in the clean area) which s only accessible to
staff members.

e
Date of record . M
— regquired for
filing
purposes
~
Signature of
_— APT/ staff
Daily checks mesmber
carrying owt
checks

Once the month is up then the used form will be placed in the appropriate files in our office,
which once again is only accessible to our staff and is locked up at night. These records are
easily accessible for if needed o requested during an audit or inspection.

Also, our hoists get disinfected, at this time they are also maintained and checked for any
faults, if any fauits are found, this is reported to my line manager and a sign stuck on the hoist
to inform it s out of order. Once any equipment i.. Hoists, tools, have been disinfected, they
will be stored on the work surface at the other end of the pm room, this ensures all the
equipment are sterile while not in use and are sterile before use. On the day of the post
mortem they willall be transported down to the post mortem work stations, only what we will
be using, this keeps other equipment that isn't in use, sterile and away from contamination.

“This s quiet an easy system to follow and is very effective. It is always good to keep a log of
dleaning and disinfecting to have a record that your premises are as sterile as you can possibly
make them. I found this system relatively easy to lean and follow.

Witness Signature: Date:

Trainee Signature: v, - Date:  55/00/00

Mentor Signature: 1, 10 Date:  po/00/00
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ence type: OBJECTIVE

Name 000
Department Mortuary Department — o0

Evidence number: Unit 3.7 - Evidence number 16
Evidence Title Recording fridge temperatures

As you can see below this is a screen shot of our fridge readings that | was logged onto via
Tutela, when performing the daily sensor checks the other day, everything was ok other than
our xx temperature being  litte low, this | reported to my line manager who adjusted them
accordingly, the level was not low enough for the alamms to be raised though. If it was flashing
red, this indicates that the alarms are outside the set temperature. that being too high or too
low, and then an incident report has to be logged for our manager to action.

Currenttemperature

\
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here

We all have our own user name and password to log in and check all the sensors. This is so no
unauthorized persons are able to log into the system. We all have our own pin number so once
happy with al the readings we can enter our pin to confirm that they are all correct.

Alaym Limits key:
I Lovr temperature Uit for piece of equipmment

Il ik temperature Uamit for piece of equipment-

The app on our computer allows s to access old records, while checking the current readings.
This is a good system to work with and the company will notify us if any alarms go off, during
work hours and outside working hours.

There is a graph reading as well which enables us to check if the temperature
pace and not going up and down for no apparent reason

at a steady

This is an easy system to pick up and work with.

Itis extremely important in our mortuary as any change in the temperature could impact the
deterioration of the deceased

Witness Signature: )
Trainee Signature: Date:  00/00/00
Mentor Signature: Date:

lentor Signature: i oo/00/00
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Evidence type: OBJECTIVE

Name. 000

Department Mortuary Department —
Evidence number: Unit 3.7 - Evidence number 16 (b)
Evidence Title Following SOP guidelines

Below is a screenshot of the front page of our SOP on cleaning & disinfecting. The protocols on
SOP's are used as part of the competencies, which has to be reviewed by my manager and I,
every three years on this particular SOP.

[

o i his is where all

= [ mandatory training, minutes of

meetings, audits and all mortuary
o I documentation are kept, here they

can be viewed or printed off.

EQMS can be accessed by my
e = personal username and password,
o  E—— then | will click onto the navigation
b page where | will find all the
departments, including mortuary,
under mortuary | can find our entire
SOP's for references. So they are
] always there if ever | am unsure

S regarding ratios of disinfectant for
the relevant job efc. The relevant
SOP's are at my finger tips to help
guide me.

The information on this SOP gives me guides on the disinfectant we use, how it is stored, and
making up to the ratio required for the job and where and how to use the disinfectant. On this
SOP there are instructions on what needs to be disinfected, ig; after a post mortem, tables and
benches etc., fridges and trays and any other area. There is also a risk assessment with it,
although T would still be doing my own risk assessment before, during and after use, but if
need be to recap on the risk, the information is there.

1 found the SOP's to be quite useful when I first started as a trainee APT, I read through the
SOP's before starting any actual hands on work, I found they were very helpful so I ot an idea
of procedures.

1 still occasionally now have a quick recap of some of the SOP's if I am unsure of anything. We
are also required to log in to EQMS occasionally to see if any updates have been made to SOP’s
as they can be updated with new information after an incident or any change of the procedure
and if there are any changes they will be on our ‘to do lst, here I will read these and action
that they have been read by myseff.

So overall, I feel the SOP documents are a great asset to our mortuary, they provide all the
protocols that all staff, not just trainees) should be following to avoid any mistakes or
accidents.

Mentor follow up questions:

How did do you access this SOP?

Witness Signature: Dat
Trainee Signature: Your name. Date: 00/00/00
Mentor Signature: Darren Makin Date: 00/00/00
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